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About This Procedure

This procedure provides instructions for installing, insert the amended pages according to the amendment
accessing, and operating the Personal Computer Miscelinstructions so that your procedure is current.

laneous Payments System (PC-MISC). The following

information will help you to use the procedure more \What Conventions Are Used

effectively and to locate further assistance if needed. ) ) )
This procedure uses the following conventions:

How This Procedure Is Organized O Messages displayed by the system are print@élin
ics. Example: The messagkdd This Record To The
Primary sections and page numbering are describedFile...OK Canceis displayed.

beIOW: . . . . - . -
O Field specifications are also printed in italics. Exam-

ple: PAC Code (required, alphanumeric; 3 positions).
Key in the payment action code.

System Overviewdescribes what the system is used for

and provides related background information. Informa-

tion about Access Levels and equipment is also provided.
O Data that is system generated or that you must key in

Software Installation provides information on installing ~ exactly ashown is printed ibold italics Example: Key

or updating PC—-MISC on the personal computer. in MISC.

) o . O Emphasizedext within a paragraph is printediold.
System Accesprovides access security information and gyample:For processing questions, contact the Miscella-
instructions for accessing the system. neous Payments Sections@4—255-4647

System Operationdescribes the system’s design and how B Figure references printed in bold link the figures with
to use its operating features. the text. Example: At the Obligations Only Data Entry

screern(Figure 7) Jnove to Add and press [Enter].

Accesd evel 1pr0VidESPC—M|SC users with information O References to sections within the procedure are

about Access Level 1. printed in bold. Example: S&ystemon the PC-MISC
Main Menu under Access Level 3.

Accesd evel 2providesPC-MISC users with information

about Access Level 2. O Keyboardreferences are printed in brackets. Example:

Press [Enter]. Press [F1].

Access evel 3providesPC-MISC users with information O Optionalactions at the end of a processing function are
about Access Level 3. preceded by square bullets. Example:

, , * To exit the system, press [Esc].
Instructions for eacimenu andmenu option are pro-

videdunder a separate heading. All options on a submenua Important extra information is identified as a note.
are covered before going to the next option on the mainExampleNote: The cursor is automatically positioned at
menu.The menu and option screens are presented as figthe AD—757 option.

ures within the text.

. . . . Who To Contact For Help
Figuresinclude illustrations such as examples of screens

or other graphic information. For questions about this procedure, contact the Direc-
tives and Analysis Branch 8§04—-255-5322

Appendixescontain reference information, such as a code

list For questions about the system (including help with

unusual conditions or obtaining access authority), con-
. tact Information Center personnel 304-255-5230.

Pages are numbered consecutively at the bottom of eaclygwever, if you experience a DOS error at any time
page. Iftheprocedure is amended, point pages (.., 12.1,yhjle using this software, refer to thést of DOS Error

pages. All amended pages are marked at the bottom Withcenter personnel.

the amendment number and date. If you are receiving this
procedure after it has been amended, you should receivé-or processing questions, contact the Miscellaneous Pay-
all amendments with the original copy. Remove and ments Section &04—-255-464.7
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System Overview Access Levels

) PC-MISC provides three levels of access. These levels
The Personal Computer Miscellaneous Payments SyS-ye defined as follows:

tem (PC-MISC) is a menu-driven personal computer
program of the United States Department of Agriculture
(USDA). PC-MISC is used to prepare and create trans-
mit files of Forms AD-757, Miscellaneous Payments

Systemand AD-742, Tansfer and Adjustment Voucher,  access Level 2Allows the user to perform general sys-

to be sent electronically to the National Finance Center o, maintenance, maintain system tables, and transmit

(NFC). files of MISC data to NFQNote: AD-757 and AD—742
data entry is not allowed at this level.

This procedure provides instructions for installing and

maintaining the PC-MISC software, entering AD—757 Access Level 3Allows the user to perform general sys-

and AD—742 data, creating and transmitting files of this tem maintenance, maintain sys?em tables, transmit files

data,and printing PC-MISC data. The AD-757 is used to of MISC data to NFC, and establish system setup_ and user

enter data for NFC to process miscellaneous type pay-'DS: Note: AD—757 and AD-742 data entry is not

ments and for making accounting adjustments within an &llowed at this level.

agencyThe AD-742 is used to transfer revenue collected .

or expenditures incurred by one agency to another. TheTO ensure accountability for PC-MISC, each agency

requirements for preparing these documents can beMust qle5|gnate an individual(s) with Access Level 3

found inthe Miscellaneous Payments procedure (Title 11, authority to:

Chapter 6, Section 5). That procedsineuld be used asa « jnstall the PC—MISC software.

guide to input valid data on the screen formats.

Access Level 1Allows the user to add, edit, delete,
browse, print MISC data, and perform general system
maintenance.

* establish system setup.

Below is a broad outline for using PC-MISC: * createand control the password record for each autho-
rized user.

1 The agency designates an individual(s) to install and ® Maintain the system edit tables.

maintain the PC-MISC software for each agency fiscal « provide guidance to users.

office and/or unit certifying officer. (This individual

shouldhave a working knowledge of DO®Mion3.0 or  Thjs individual(s) is responsible for safeguarding the

above.) PC-MISC software at the agency location and acts as
liaison between the PC-MISC users and NFC for PC—

2 The designee (Access Level 3) installs the software MISC matters. In addition, the agency security officer (or

on each user’s PC. S8eftware Installation . assigned communications officer) is responsible for es-

tablishing transmission capabilities. For more informa-

tion about computer security, see the Security Access

procedure (Title VI, Chapter 1, Section 2).

3 The security officer or designee establishes system
setup and user IDs. S8gstem on the PC-MISC Main
Menu under Access Level 3.

Equipment
4 The designee establishes tables. Bd#es on the The following equipment is needed to operate PC—
PC—-MISC Main Menu under Access Level 2. MISC:

* A personal computer compatible with an IBM 386
5 Agency personnel enter MISC data. $eems on with a minimum of 640K Random Access Memory
the PC—MISC Main Menu under Access Level 1. (RAM) available

* One double-sided, high-density 3 1/2-inch disk drive
6 Agency personnel create a XMIT disk file and trans-
mit the file to NFC using communication equipment. See
Xmit on the PC-MISC Main Menu under Access Levels ¢ 2.5 megabytes extended memory
2 and 3.

7.0 megabytes hard disk space

* A color monitor with a color graphics adapter card or a
monochrome monitor with a graphics adapter card

7 Agency personnel perform general system mainte- |

nance. Sedtilities on the PC—MISC Main Menu under

Access Levels 1, 2, and 3. * Additional disks for XMIT and backup

An 80-column printer



Title VI Systems Access Manual
Chapter 7 Procurement and Other Payments
Section 12 Personal Computer Miscellaneous Payments System

Additional equipment needed to transmit MISC files ¢ Using amouse to click to the field is usually easier and
includes: faster than pressing the [Enter] key on your keyboard.
However, you can press [Enter] or a combination of

¢ A 3780 Remote Job Entry (RJE) or equivalent connec- mouse and [Enter] key techniques.

tion to batch transmit MISC data to NFC.

Optional equipment for using PC-MISC: The diskette used and produced by PC-MISC may be
transferrable from one PC to another; however, users

¢ PC-MISC operates on DOS-based Local Area Net- may encounter disparities in operating system diskette
works (LAN’s). formatting densities among PC'’s. For example, a trans-

. Th ith . q mission disk drive is submitted to a telecommunication/
The LAN operates with DOS 3.1 or greater in order t0 y.onsmission PC with a low-density disk drive. Consult

use files in a shared mode. The shared mode provide§/Our PC/MS-DOS manual concerning formatting
multi-user capabilities. Two or more users can accessyptions.

the same file simultaneously.

* PC-MISCcan be operated with a mouse. An appropri- Note: PC-MISC is a DOS application. The use of Win-
ate mouse driver must be installed. dows to operate this product is not recommended.
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Software Installation The disk drive and its prompt are referred to as drive A

and the A>. If your disk drive is identified féifently, use
The individual designated by the agency to have Accessyour disk drive identifier in place of the A>.
Level 3 authority will install PC-MISC software
following these instructions. Step 3.Check the root directory for a file named Con-

fig.Sys. Atthe C>, key inType Config.SysFigure 2) and
Note: One size 3 1/2—inch high capacity, high density dis- p?esg [Enter]. yimp 9=y
kette accompanies each procedure.

Preparing for Installation The values for files and buff- C:\> Type Config.Sys
ers must be set before installing PC-MISC software. The
valuefor files must be 97 or greater and the value for buff-
ers should be set for individual PC’s to ensure best perfor-
mance. Refer to Steps 3 through 5 for information about
how to create or modify the Config.Sys file.

Note: The PC-MISC software can modify these files and
save a backup copy of the previous file.

Individualswith Access Level 3 authority should contact Figure 2. Config.Sys File
their Information Resources Management (IRM) Spe- ) o
cialist or Installation/Security Officer about modifying If the messagéile Not Foundis displayed, you may
files and buffers when encountering installation prob_ allow the insta".a.tion procedure to create the file with
lems or contact NFC Information Center personnel at @Ppropriate entries or go 8tep 4
504-255-5230
If the Config.Sys file is displayed, go 8tep 5
Step 1 Turn on your computer and monitor.
Step 4. To create the Config.Sys file without the

Step 2 Display the hard-disk drive prompt in accordance pC-MISC software assistance, use any text editor.
with instructions for your equipment.

Note: For information about text editors, see your DOS

Forthe purpose of this procedure, the hard-disk drive andManuaI.

its prompt are referred to as drive@d the C prompt dis-
played a<C:\>. (SeeFigure 1) If your hard drive is identi-
fied differently, use your hard-disk drive identifier in
place of the C>.

Step 5.At the Config.Sys file display, determine the fol-
lowing:

* If the value for Files = is equal to or greater than
97 and the value for Buffers = is equal to or greater than
c:\> 30, go tanstalling Or Updating The Software, Step 1

* If the Config.Sys file does not include the Files= and
Buffers=statement, go t6tep 4 above, to create the file.

If the file exists but the value for Files= is less than 97 or
the value for Buffers=is less than 30, modify the file with
the assistance of the PC-MISC software discussed under
Installing Or Updating The Software , Step 4 (first
installation) andStep 5 (subsequent installation) used
Figure 1. C> Screen when the system already exists.




Title VI Systems Access Manual
Chapter 7 Procurement and Other Payments
Section 12 Personal Computer Miscellaneous Payments System

Installing Or Updating The SoftwareFollow the steps  You are now ready timstall PC—MISC (first installation)
below to install or update the software. (Step 9 or update (subsequent installation$tep 5.

Step 1.With theC> displayed, insert the PC-MISC dis- Caution: Theinstall option overwrites existing MISC
kette into your PC’s disk drive (Or externaj_disk)' data in your files. Therefore, if you want to retain MISC
data keyed into an earlier versiortloé software, use the
Step 2.Key in A: at theC> and press [Enter]. The> update qption. When the softyvare is upgrace a new
changes to tha>. version is provided to you, discard the outdated diskette
and put the new one in a safe place for future use. NFC
Step 3.Key in INSTALL at theA> and press [Enter]. does not support prior versions of the software.
) Step 4. For a first-time installation, at thelnstallation
Note: If your system is monochrome, keyINSTALL Main Menu (Figure 3) with Install PC-MISC high-
(spaceymand press [Enter]. lighted, press [Enter]. The mess®RJeEEASE CHOOSE
YOUR INSTALLATION DIRECTORY (USE A FIXED
The Installation Main MengFigure 3) is displayed. The  DRIVE). You'll need XXXXXXX bytes of available space
menu provides four installation optionisistall PC— for fixed drive installatioris displayed withC:\MISC
MISC, Update PC-MISC, Get a New Copy of a File,  highlighted. Press [Enter].
and Finished. As a selection is highlighted, a pop-up
window is displayed describing the function. For exam- The Installing Files and Progress Indicator screen is dis-
ple,whenlinstall PC—MISC is highlighted, the message playedwith the files that are being loaded onto your hard
Install Everythings displayed. drive indicated on the screen.

Use the function keys displayed at the bottom of the Upon completion, a message offering the user an option
screen as follows: to use extended memory for the PC-MISC software is

displayed. Using extended memory will reduce the PC’s

processingime and allow PC-MISC to run fastBiote:

To operate PC-MISC using extended memory, your PC

must have a minimum of 386K of available RAM and

. ) 2MB of hard disk space. Consult with your IRM Special-

* To exit to the operating system, press [F2]. The mes-jst tg ensure that your PC supports extended memory. If

sageDo You Wish To Exit To The Operating System And you are using extended memory, keyifor yes. Other-

Then Return? Press “Y” For Yes, “N” For No Or  \jse key inN for no or press [Ctrl] + [X] to discontinue

<Ctrl>X To Quit is displayed. Key irY. The operating  tne installation process. If you seldcbrN, the Destina-

systemprompt is displayed. Key iixit and press [Enter]  tjon for MISC.BAT screen is displayed witB:\ high-

to return to the Installation Main Menu. lighted. Press [Enter]. The Installation Main Menu
(Figure 3) is displayed. Go t8tep 7to finish the installa-

* To display a summary of your system, press [F3]. tion.

* To display information for help during installation,
press [F1].

INSTALLING PC-MISC version 1.8 December 16

USDA/OCFO/NFC PC—-MICS version 1.00 — December 16, 1996.
Please Choose An Installation Option

Install PC—MISC

Update PC-MISC
Get a New Copy of a File
Finished

| Install everything

Figure 3. PC—MISC Installation Main Menu
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Step 5. To update PC—MISC, at the Installation Main  Step 7.Tofinish the installation process, at the Installa-
Menu, move the cursor tbpdate PC-MISC. The tion Main Menu Figure 3), move the cursor tBinished
descriptionPartial Installation — System Already Exists and press [Enter]. The How Shall We Handle It? screen
is displayed. Press [Enter]. The messd®jeEASE (Figure 4) is displayed with three options. These options
CHOOSEYOUR INSALLATION DIRECTORYSE A are:Go ahead and modify, Create example filegnd
FIXED DRIVE). You'll need XXXXXXX bytes of avail- Bypass these changes

able space for fixed drive installatias displayed with

Instructions follow for using these options:
C:\MISC highlighted. Press [Enter]. g P

) . . __ * To have the system modify your files, move the cursor
The Installing Files and Progress Indicator screen is dis-1o G ahead and modifyand press [Enter]. The message
playedwith the files that are being loaded onto your hard pjease Indicate Your Computer's True Boot Drive. This
drive indicated on the screen. Drive’s Root Directory Should Contain The AUTOEX-

, . . EC.BATand CONFIG.SYS Files, If Aig/displayed with

Upon completion, a message offering the user an option;c] a5 the default. Press [Enter] to select C or key in your
to use extended memory for the PC-MISC software is ¢ompyter’s true boot drive if other than C. Press [Enter].
displayed. Using extended memory will reduce the PC’s o
processingime and allow PC-MISC to run fastiiote: T_he default path to be used for the Autoexec.Bat file is
To operate PC-MISC using extended memory, your pCdlspIa_yed. P_ress _[Enter]. If you want to use another path,
must have a minimum of 386K of available RAM and €nter it at this point and press [Enter].
2MB of hard disk space. Consult with your IRM Special- The default path to be used for the Config.Sys file is dis-
ist to ensure that your PC supports extended memory. Ifplayed. Press [Enter]. If you want to use another path,
you are using extended memory, keyifor yes. Other-  enter it at this point and press [Enter]. The message
wise,key inN for no or press [Ctrl] + [X] to discontinue  USDA/OCFO/NFC PC-MISC V1.0 For Authorized Use
the installation process. If you sel&cbrN, the Destina-  Only.! is displayed. Press any key to continue. The mes-

tion for MISC.BAT screen is displayed with:\ high- sagePlease Remember To Reboot Your Computer. Press
lighted. Press [Enter]. The Installation Main Menu is A Key To Continués displayed. Press any key to con-
automatically displayed. Go &ep 7to finish installa- tinue.

tion.

You have finished installing the PC-MISC software and

Step 6.To get a new copy of a fileat the Installation the A>is displayed. Go t5tep 8

Main Menu, move the cursor et a New Copy of a * To make your own modification(s), move the cursor to
File. The descriptiotet A Replacement Copy Of A File Create example filesand press [Enter]. The message
is displayed. Press [Enter]. The mesdagtting A Single Please Indicate Your Computer’s True Boot Drive. This
File. Please Enter The Name Of The File You Need A NewDrive’s Root Directory Should Contain The AUTOEX-
Copy Of Or Leave Blank To Exig displayed. Press EC.BATand CONFIG.SYS Files, If Aig/displayed with
[Enter]. The Installation Main Menu is automatically dis- [C] as the default. Press [Enter] to select C or key in your
played. Go tastep 7to finish installation. computer’s true boot drive if other than C. Press [Enter].

INSTALLING PC—HMISC version 1.8 — December 16, 199

HOW SHALL WE HAMDLE IT?
Changes could be necessary to the following system file(s).

AUTOEXEC . BAT
CONFIG .SYS

If necessary, we can do them or you can do them. If we do
them, we’ll make a backup copy first. If you wish to make
them, we will create example file(s) as a guideline for

your changes. Choose "bypass" only if you’re positive that
the changes have already been made.

Go ahead and modify
Create example files
Bypass these changes

<F1> Help <F2» Ui=zit DOS <F3> Bystem Summary
Figure 4. How Shall We Handle It? Screen
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An example of the path to be used for the Autoexec.Batis displayed. Press [Enter]. The messd§®A/OCFO/
file is displayed. Press [Enter]. NFC — PC-MISC V1.0 For Authorized Use Onily.dis-
played. Press any key to continue.

An example of the path to be used for the Config.Sys file

is displayed. Press [Enter]. You have finished installing the PC-MISC software and
o the A> is displayed. Go tBtep 8

O If modifications are necessary, the messayee

Moment Pleasés displayed. A screen showing an exam- To bypass these changes, move the cursBypass

p:e ofdthe file((js_) vvlhicp l:quires rr]podifications isPdis- these changesand press [Enter]. The messaje
pane I'”f'me lately bo ovnlng this medssage. . eSS Changes Were Necessary To Autoexec.Bat Or Con-
[Enter]. Information about the new or updated software i oy press A Key To Continisedisplayed. Press

is displayed. Press any key to continue. The messagetEnter] The messa
. ggSDA/OCFO/NFC — PC-MISC
PleaseRemember To Reboaiaf Computer. RS AKey 4 g __ For Authorized Use Onlyd displayed. Press

To Qon}inue’s displayed. Press any key to continue. The any key to continue.
A> is displayed.

You have finished installing the PC-MISC software and

At the A>, return to your root directory to examine the the A> is displayed. Go tBtep &

example file(s) which requires modifications. You must

modify your file(s) to match these values.
vy (s) Step 8 The installation process is completed. This pro-

Note: If you do not modify your files to match these val- C€SS creates a subdirectory on the fixed disk named
ues, you will not be able to access the PC-MISC BannerMISC and copies the contents of the diskette into that
screenFor example, at the C> when you enter MISC you subdirectory. Remove the diskette from your A:drive.
will receive a messagdacrease The ifes Setting In Con- ) _
fig.Sys To 9Then Reboot The Computer And Try Again. At the A>, key inC: to change the source drive. Press
[Enter]. Note: If your file(s) has been modified, reboot
After modifying your files, reboot your computer for the the computer and access the C>.
changes to take effect. Go3tep 8and begin at the C>.
At the C>, key iMISC and press [Enter]. The PC-MISC
O If no modifications are necessary, the mesddge  banner screerFigure 5) is displayed. To access the sys-
Changes Werllecessary To Autoexec.Bat Or Config.Sys tem, seeign-On under System Access.

United States Department of Agriculture
Off ice of the Chief Financial Officer
NATIONAL FINANCE CENTER
For Authorized Use Only

Hizcel laneous Paymentsz Remote Data Entry Bystem
Ver. 1.688 12-16-96

USER ID:
PASSWORD :

Enter Id and Password to continue or Press [Escl to Quit

Figure 5. PC-MISC Banner Screen



Systems Access Manual Title VI

Procurement And Other Payments Chapter 7
Personal Computer Miscellaneous Payments System Section 12
System Access 3. Respond to the prompts as follows:

. .. Note: The security officer or designee establishes system
To access PC-MISC, you must have authorized securltysetup and user I%s. Segstem ungderAccess Level 3 y
clearanceThis section provides access security informa-

tion and gives specific sign-on/sign-off instructions. . _ _
User ID (required, alphanumeric; max. of 7 posi-

tions).Key in your PC—MISC user ID (e.gNFxxx) and
Security And Remote Terminal Usage press [Enter].

Access security is designed to prevent unauthorized us _ n )
of the system. Levels of software functionality is Password(required,alphanumeric; max. of 7 posi-

approved by the security officer. For information about tions). Key in your PC-MISC password and press
access security, including user identification numbers [Enter]. (Your user password is not displayed on the
(user IDs), passwords, and obtaining access to a specificscreen.) The PC-MISC welcome screen and message

systemsee the Remote Terminal Usage proceditie T~ Opening MISCXXXX.DBHs displayed followed by
VI, Chapter 2, Section 1. Building MISCXXXX Index

_ 4. The applicable PC-MISC option menuig(re 6,
Sign-On 26, or 65 are displayed according to the user’s access

To sign on after PC-MISC is installed or updated on your authority. For more information about access authority,
PC: seeAccess Levels underSystem Overview .

1. DisplayC> on your PC. Sign-Off

2. At the C>, key in MISC and press [Enter]. The To exit from any screen in PC-MISC, press [Esc] until
PC-MISC banner screghigure 5) is displayed. theC:> is displayed.
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Function Keys

PC-MISC provides the following functions to assist

This section describes the system's design and speciaisersiuring system operation. They are displayed on the

operating features.

Operating Features

screen. Descriptions are provided below:
Key Function(s)

PC-MISC provides the following special features:

Used toenter (i.e., send to the system) the
keyed-in data or used to move from field to
field. Note: Exceptions are given in the spe-

Ente

Help. Used to provide tutorial information at the stroke of

cific field instructions.

a key [F1]. Pop-up windows that provide help text are
displayedNote: This help feature is available for most
fields.

Used to enter a check mark or to highlight a
button on a screen.

Space
Bar

Point and Shoat Used to view and select the valid
choices for a specific field and to select the appropriate

Used to movebackward to the previous
record or line on a screen.

choiceand bring it back to the field. Through a technique

known agoint and shootisers view the choicgsintto
the appropriate one, and press [Enteghootit back to
the field. This feature makes reference materials

Used to movdorward to thenext record or
line on a screen.

available athe stroke of a kellote: This feature is avail-
able for many fields in this system.

Used toscroll forward to thaext field or line
on a screen.

Menu. There are two types of menus available: option

menu bar and function menu bar. After you access PCH
MISC, the PC-MISC option menu bar is displayed list-

Used to scroll backward tbe previous field
or line on a screen.

ing options that allows the user to choose a course of

action. After you select an option, a screen is displayed
with a function menu bar across the top.

Option SelectionThis feature depends on the access lev-
el of the user. After you access PC-MISC, the PC-MISC

Used to move to theext sectionof data on
the screen or scroll forward from page to page.

Used to move to thgrevious sectionof data
on the screen or scroll backward from page to

PgDn

PgUp

option menu bar is displayed showing the available op-
tions. Access Level Idisplays the Forms and Utilities

page.

options.Access Level 2lisplays the Review (applicable
to the Agricultural Research Service only), Utilities,

Used tadisplayhelp textNote: If help is avail-
ablefor a particular screen, the help text is dis-
played in a pop-up window. If not, the mes-

F1

Tables, and Xmit option#ccess Level 3isplays the
Review (applicable to the Agricultural Research Service
only), Utilities, Tables, Xmit, and System options.

sageThere Is No Help Available For This
Screernis displayed.

Pop-Up ScreenThis feature provides users with the ca-
pability to look at a list of valid choices from a pop-up

Used toexit the current function (except
during software installation).

Esc

window displayed in a specific field.

Pull-Down Menu. This feature provides users with a list
of available options. For example, when you select

Used todelete charactersin a field, delete
whole records, areactivate deleted records in
Browse.

Del

Tablesfrom the option menu bar, thaflles Maintenance

screen is displayed with a pull-down menu of nine PC—
MISC tables.

Used toinsert charactersthat you inadver-
tently omit.

Ins

System Edits

Used teave data
Citrl

As you enter data, PC—-MISC edits certain data elementg

to ensure accuracy. If an error occurs, an error message i
displayed in a pop-up window. The user can then make
corrections before creating the transmit file.

S
Instructions follow for using the PC—MISC Main Menu
and options for each access level.

11



Title VI Systems Access Manual
Chapter 7 Procurement and Other Payments
Section 12 Personal Computer Miscellaneous Payments System

12



Systems Access Manual
Procurement And Other Payments
Personal Computer Miscellaneous Payments System

Access Level 1

Access Level 1 allows the user to add, edit, browse, delete, or print AD—757 and
AD-742 records; and perform general system maintenance.

(Before any AD-757 or AD-742 records can be entered, individuals with Access
Level 3 authority must establish system setup and user IDs. Individuals with Access
Level 2 or 3 authority must make valid table entries in the Tables option under PC—MISC
Main Menu (Access Level 2).

Title VI
Chapter 7
Section 12

13
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PC-MISC Main Menu (Access Level 1) Note: The cursor is positioned at the AD—757 option. The

arrow to the right of the option indicates there are more
After you access PC-MISC, the option menu bar options available for that selection.
(Figure 6) is displayed listing the following options:

Note: The cursor is positioned at the Forms option. AD-757 (Access Level 1)

Forms. Used to add, edit, browse, delete, print, and This option is listed first on the Forms pull-down menu. It

pack AD-757 and AD-742 data. is used by Access Level 1 to add, edit, browse, delete,
print, and pack AD-757 records.

Utilities. Used to reindex files, pack all files,

backupfilesardestcf)re files, \ZITI\EN text files, and perform file At the AD-757 option, press [Enter]. A submenu with the
services (add reference S). following options is displayed:

Quit. Used to exit the system and return to C:>.
Obligations Only. Used tarecord Tansaction Code 24E
* To display a help screen for an option, press [F1]. The data.
Help screen is displayed.
) Payments.Used to record invoice payments to payees
* To select from the PC-MISC main menu, pre¥s| for goods or services received by an agency.
or [€] to move to the option and press [Enter]. The

screen for the selected option is displayed. .
P play Non-Expend Tfrs & Adjustments. Used to record ac-

The following instructions pertain to selecting and using c0UNting adjustments within a unit or agency.

each system option:
Recording Foreign Transactions.Used to enter foreign
Forms payment information.

At the option menu bar, move the cursor to Forms and
presqEnter]. A pull-down menu containing the AD-757 The following pages provide instructions for using each
and AD-742 options is displayed. option:

| L i1t ied i

Select Form AD-757 or AD-742.
DICT Rec No 12-36 View: Entire file 2937k free

Figure 6. PC—MISC Option Menu (Access Level 1)
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Obligations Only (Access Level 1) [¥1 or [#] to locate the applicable payee number.

Point and shoot the selected payee number and name to

This option is listed first on the AD-757 submenu. Move the field. The cursor moves to Fund Code.

to Obligations Only and press [Enter]. The Obligations

Only Data Entry screen with a function menu bar listed at Payee Name(no-entry). This field is generated
the top of the screen is displayed. from the payee number.

Move the cursor to the applicable function and press Address Line 1(no-entry).This fieldis generated
[Enter], orkey the first letter of the selected function; €.9., from the payee number.

B (Browse)
Address Line 2(no-entry).This fieldis generated

Below is a brief description of each function: from the payee number.

Add. Used toadd a new record. City (no-entry).This field is generated from the

Edit. Used to change a record. payee number.

Browse.Used toview or delete records. [6] State (no-entry).This field is generated from the

. ) payee number.
Print. Used to print records.

ZIP (no-entry).This field is generated from the
Pack. Used to permanently remove records marked for hayee number.

deletion.

. . . Fund Code(required, alphanumeric; 2 positions).
Accounting. Used to add accounting data, object Ths field is generated from the Systems Setup feature.
classification, and amount to a record. To confirm the displayed code and move to the next field,

The following are instructions for using these functions: Press [Enter].

* To key in a different fund code, key in the code over
Adding Obligations For Agencies Other Than The the displayed code or press [Delete] twice and then press
Agricultural Research Service (ARSAt the Obliga-  [Enter]. The FUND CODE pop-up screen is displayed.
tionsOnly Data Entry screeffFigure 7), move to Add and  press[¥ 1 or [4 ] to locate the applicable fund code.
press [Enter]. Point and shoot the code to the field. The cursor moves

Complete the fields as follows: to the next field.

[97] Unit Code(requiredfor the Forest Service and Ru-
ral Development only, alphanumeric; 2 positiori§)a
ForestService fund code was keyed in the previous field,
If you do not know the payee number, press [Enter] to dis- key in the applicable unit code. If a Rural Development
play the VENDORS pop-up screen. This screen is alsofund code was keyed in the previous field, key in the ap-
displayedwvhen an invalid payee number is entered. Pressplicable state code.

Payee Number(required, alphanumeric; 4 posi-
tions) Key in the payee number.

Add Edit Brouse Print Pack Accounting
Add a record to the file.

Obligations Only Data Entry
Voucher Mumnber:
Payee Humber: PAC Code:
Payee Nane:
Address Line 1: Uogucher
Address Line Z: Anount : [13]

City:
State: Zip: m

Fund Code: E Init Code: @

Check Ident. Information

Figure 7. Obligations Only Data Entry Screen
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Check Ident. Information (required, alphanu-
meric; max. of 20 positions per linddey in the invoice

Title VI
Chapter 7
Section 12

Agreement Number (required, alphanumeric;
max. of 15ositions)Key in the agreement number. The

date or order/contract/invoice number to enable the cursor moves to Amendment Number.

payee to identify the check. This information will appear
on the Notice To Check Recipient included with the
check.

Voucher Number (no-entry).Newis system gen-

If you do not know the agreement number, press [Enter]
to display the AGREEMENTS pop-up screen. This

screen iglso displayed when an invalid agreement num-
ber is entered. Pred& 1 or [4 ] to locate the applica-

eratedfor new entries. After the record is saved, a sequen-ble agreement number. Point and shoot the selected

tial voucher number is displayed (e @000J.

PAC Code (no-entry). This field is system
generated.

Voucher Amount (no-entry).The voucher amount
is generated when accounting is added to the record.

agreement number to the field.

Payee Naméno-entry).The payee name is gener-
ated from the agreement number.

Amendment Number(optional, numeric; max. of
3 positions).Key in the amendment number or press
[Enter] toskip. If less than 3 positions are keyed in, press

The messag@Accounting Lines must be entered. Press [Enter] to move to the next field.

any keys displayed. Press any key to display the messag

Add this record to the file?...Ok Canceith Ok high-
lighted.

* To add, press [Enter].
* To cancel, move t€anceland press [Enter].

The messagBocument Contains Erroiis displayed on
the Obligations Only Data Entry screen. At the function
menu bar, move tAccounting and press [Enter]. (See
Adding Accounting To Obligationsfor instructions.)

* To add another obligation, repeat the preceding
process.

Adding Agricultural Research Service ObligationAt
the Obligations Only Data Entry scre@igure 8), move
to Add and press [Enter].

Complete the fields as follows:

Add Edit Brouse
Add a record to the file.

Doc Type(required, numeric; 4 positionsKey in

the document type number. The cursor moves to the next
field.

If you do not know the document type number, press
[Enter] to display the DOC TYPE pop-up screen. This
screen is also displayed when an invalid document type
number is entered. Preda | or [4] to locate the
applicable document type number. Point and shoot the
selected document type number to the field.

Fund Code (required, alphanumeric; 2 positions).
The fund code is system generated. To confirm the dis-
played code and move to the next field, press [Enter].

* To key in a different fund code, key in the code over
the displayed code or press [Delete] twice and then press
[Enter]. The FUND CODE pop-up screen is displayed.
Press[¥ 1 or [4 ] to locate the applicable fund code.
Point and shoot the selected code to the field. The cursor
moves to the next field.

Print Pack Accounting

Obligations Only Data Entry

Agreement Humber:
Payee Name:

Amendment Number:
Doc

Fund
Instrument

Tuype:
Code:
Tupe:

Y

Date:
Date:

Agreement From
Agreement To

Y

COR-ADODR Number:
COR-ADODR Name:

Elll kR BRI BH

Voucher Number:
PAC Code:

Voucher
Amnount :

Check Ident. Information

Figure 8. Obligations Only Data Entry Screen (for ARS only)
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[(6] Instrument Type (required, alphanumeric; osi- Check Ident. Information (required, alphanu-

tions).Key in the Instrument Type code. Press [Enter] to meric; max. of 20 positions per linddey in the invoice
move tothe next field if less than 3 positions are keyed in. date or order/contract/invoice number to enable the
payee to identify the check. This information will appear
If you do not know the instrument type code, press on the Notice To Check Recipient included with the
[Enter] to display the TYPE INST pop-up screen. This check. Press [Enter] to move to the next field.
screen is also displayed when an invalid instrument type
code isentered. Presk¥ | or [4 ] to locate the applica-
ble instrument type code. Point and shoot the selecte
code to the field. The cursor moves to the next field.

Voucher Number (no-entry).Newis system gen-
Oerated‘or new entries. After the record is saved, a sequen-
tial voucher number is displayed (e @300J.

PAC Code (no-entry). This field is system
Agreement FromDate (required, numeric; 6 posi-  generated.

tions).Key in the beginning agreement date.
Voucher Amount (no-entry).The voucher amount
Agreement To Date(required, numeric; 6 posi_ is generated when aCCOUnting data is added to the record.

tions).Key in the endingigreement date. The messagéccounting Lines must be entered. Press

. - any keyis displayed. Press any key. The mesgeaigbthis
[o] COR/ADODR Number (conditional, numeric;  rocord tothefile?...0k Cancels displayed wittOk high-
4 positions).Key in the Contracting Officer's or the lighted.

Authorized Departmental Officer's Designated Repre-
sentative (COR/ADODR) NumbeMote: The only doc- * To add, press [Enter].

ument types that require this data are 0050, 0053, 0054,

0057, 0058, and 0059. If the documsmpie is not one of ¢ To cancel, move to Cancel and press [Enter].
these documents, the cursor moves to Check Ident

Information If you add the obligation to the file, the mess&geu-

ment Contains Errorss displayed on the Obligations
Only Data Entry screen. At the function menu bar, move
to Accounting and press [Enter]. (Seelding Account-

ing To Obligations for instructions.)

If you do not know the COR/ADODR number, press
[Enter] to display the CONT OFCR pop-up screen.
This screen is also displayed when an invalid
COR/ADODRnumber is entered. Pre§¥ 1 or [4 ] to ¢ To add another obligation, repeat the preceding pro-
locatethe applicable number. Point and shoot the selectedcess.
number to the field.

Adding Accounting To ObligationsAt theAccounting
COR/ADODR Name(no-entry).The Contracting  function, press [Enter]. The Obligations Accounting

Officer’s or the Authorized Departmental OfficeDss- Information screen is displayed. Press [Alt + A] or
ignated Representative (COR/ADODR) name is gener- [Insert] to display the Obligations Accounting Lines
ated from the COR/ADODR Number. screen Figure 9).

Obligations Accounting Information

Account ing 0Ob ject Fund Line
Obligations Accounting Lines

Related Voucher: Eij

Accounting : [

Ob ject Fund Unit Blank or
Class: Code Code :L5] Anount L6 CR [7]
a.88 O

CTRL-W — save ESCAPE — exit

Figure 9. Obligations Accounting Lines Screen
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Complete the fields as follows: screen, press [Enter] di¥ 1 or [4 ] to locate the field

o that needs to be corrected.
Related Voucher(no-entry).This field is automat-

ically generated from the Obligations Only Data Entry ¢ To delete accounting lines from the record, press
screen, Voucher Number field. [Delete].

Accounting (required, alphanumeric; max. of e To return to the Obligations Only Data Entry screen,
35 positions)Key in the accounting code that was pre- presqEsc]. If there are no errors, the messsigeErrors
viously entered in the accounting table by Level 2 or Found Press any key displayed. Press any key to con-
Level 3 users. Press [Enter] to move to the next field. tinue. To correct an errageeEditing Obligations . The

o _ _ Voucher Amount is automatically displayed in the field.
If invalid or no data is entered, press [Enter] to display the

ACTG CLASS pop-up screen. Pres¥ | or [4] to Editing Obligations At the Obligations Only Data Entry
locate the applicable code. Point and shoot the accountscreen, presd®] to move to the Edit function. To
ing code to the field. change data on the displayed record, press [Enter]. To
locate a different record, move to the Browse function
(discussed below). Pre$#] to return to the Edit func-
tion. Atthe Obligations Only Data Entry screen, with the
selected obligation record displayed, press [Enter]. Key
in the correct data and press [Ctrl + W]. The message
Write the changes to disk?...0k Carisdisplayed with

Ok highlighted.

Object Class(required, numeric; 4 positionsKey

in the budget object classification code that was pre-
viously entered in the accounting table by Level 2 or
Level 3 users. If invalid or no data is entered, press
[Enter] to display the OBJ CLASS pop-up scraemess
[¥ 1 or [4] to locate the object class codkmint and
shoot the object code to the field.

Fund Code (conditional, alphanumeric; 2 posi- * To complete the edit, press [Enter]

tions). If 88 was keyed in the fund code field on the « To cancel, move to Cancel and press [Enter].
ObligationsOnly Data Entry screen, key in the fund code
that relates to the accounting code. Browsing Or Deleting ObligationsAt the Obligations

. . . Only Data Entry screen, move to Browse and press
Unit Code (required for the Fo're.st Ser_ylce and [Enter]. The OBLIGATION table screen is displayed.
Rural Development only, alphanumeric; 2 positiorisa

ForestService fund code was keyed in the previous field, s(:?;;[]* I, [41, %], and[«] 10 view the entire table
key in the applicable unit code. If a Rural Development '

fund code was keyed in the previous field, key in the ap-« To view a record, move to the selected record and press
plicable state code. [Enter]. The obligation record is displayed.

(61 Amount (required, numeric; max. of 11 positions). « To delete a record, press [Delete]. The mesBajete
Key in the dollar amount to be charged to the accountingthis record? OlCancelis displayed witrOk highlighted.
code. To mark the selected record for deletion, press [Enter].

. Deleteds displayed at the bottom of the screen. To physi-
Blank or CR (conditional, checkbox)lf the , :
obligation is a credit, press the [Space Bar] to check theCaIIy remove records marked for deletion. Bagkny.

! . A ligation .
box. Press [Enter] tdisplay the messageld this ecord n Obligation

to the file? Ok Cancetith Ok highlighted. * To reactivate a deleted record, press [Delete] a second
time toremoveDeletedfrom the screerNote: A deleted
record can be reactivated only before the Pack function
is utilized

If the obligation is not a credit, press [Enter] to display the
messag@dd this record to the file? Ok Canaeith Ok
highlighted.

¢ To cancel the delete function, move to Cancel and

e To add, press [Enter]. press [Enter].

¢ To cancel, move to Cancel and press [Enter]. _ L L
P [ ] Printing Obligations At the Obligations Only Data

« To add additional accounting lines to the record, repeatEntry screen, move to Print. Press [Enter] to display the

this processNote: Do not exceed 99 lines of accounting Reports orFile screenKigure 10). Press/¥ 1 or [4 ] to
for each voucher. locatethe report you want to print. Press [Enter] to move

the cursor to the Go!, Cancel, Settings, and Query sub-
* To edit accounting lines on the record, press menu. Move to Settings and press [Enter] to display the
[Alt + E]. To display the Obligations Accounting Lines Report Manager screehidqure 11).
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Reports on File Fl=Help
Report Hame
Pal
Addr|
Addr Obligations a.88
Settings
Check I

Figure 10. Reports On File Screen

Report Manager Page 1-1
ZEend output to
— Report Info O Screen
Name Obligations O File
Table MISC7388 .DBF O Printer
Alias OBLIGATION prtrl
Index HISCY3IB1 Mo. of copies 1
Type R&R 4 or S Etart on page a
Lib Print to page a
— Report Range
Status O : Entire file O Ouverride QO as= Baved
Order by 1 Uoucher Number
Start at
Stop at
— Query Spec
Status . O Entire file O Override O a= Saved
Select... DTOC(Xmit_Date) =* ~» ~» '
OBLIGATION Empty View: Entire file 2937k free

Figure 11. Report Manager Screen

» To set up the destination of the output, at the Reportdata in the Select field when Override is selected. Press

Manager screen, move to Screen, File, or Printer. PresgEnter] to display the Report Name screen.

the [Space Bar] to highlight the Screen, File, or Printer At Report Name, move the cursor @o! and press

button.Note: Send Output To will default to Printer if no  [Enter]. The data is sent to the selected destination as

selection is made. Press [Enter] to move to the No. of recorded on the Report Manager screen previously dis-

Copies field. Key in the number of copies to print. Press cyssed.

[Enter] to move to Start On Page. Key in the print start .
: . * To cancel the print process, moveGancel Press

page. Press [Enter] to move to Print To Page. Key in the Enter] to return to the Report Name screen

end print page. Press [Enter] to move to the Report Rangé o P . o

Status field with Entire File highlighted. Note: The Query option is not available at this time.

* Press [Esc] to return to the Obligations Only Data

* To print the entire file, press [Enter]. To move to Over-
Entry screen.

ride or AsSaved, presé® 1, then press the [Space Bar]
to highlight the selected button. Press [Enter] to move to Packing Obligations At the Obligations Only Data
the Start At field. Key in the start at data. Press [Enter] to Entry screen, move to Pack. Press [Enter] to display the
move to Stop At. Key in the stop at data. Press [Enter] tomessagePermanentlyremove all records marked for
move to the Query Spec Status field. Select Entire File, deletion?... Ok Cancetith Ok highlighted.

Override, or ASSaved. PresE®] to move to your selec- ¢ To delete all records marked for deletion, press
tion, then press the [Space Bar]. Press [Enter] to key in[Enter].
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* To cancel, move to Cancel and press [Enter]. If you do not know the payment action code, press [Enter]
to display the PAC CODES pop-up screen. This screen is
Payments (Access Level 1) also displayed when an invalid payment action code is
This option is listed second on the AD-757 selection sub- €nteredPress[ ¥ 1 or [4 ] to locate the applicable pay-
ments Data Entry screen with a function menu bar listed field. The cursor moves to the next field.
at the top of the screen is displayed. N .
Reference Voucher(conditional, alphanumeric;
Move the cursor to the applicable function and press ® Positions).This field depends upon the PAC code
[Enter], or enter the first letter of the selected function; entered. If PAC cod®81E 05E or 11Eis keyed in the

e.g.,B (Browse) PAC code field, the cursor moves to this field. If not one
of these codes, the cursor moves to the Payee Number

Below is brief description of each function: field.

Add. Used to add a new record. If you do not know the reference voucher number, press
[Enter] to display the OBLIGREF screen. This screen is

Edit. Used to change a record. also displayed when an invalid payment action code is
entered. PressV¥ | or [4] to locate the applicable

Browse.Used to view or delete records. voucher.Point and shoot the selected voucher to the field.

The cursor moves to the Fund Code field.
Print. Used to print records.

Payee Number(required, alphanumeric; 4 posi-
Pack. Used to permanently remove records marked for tions). Key in the payee number. The cursor moves to the
deletion. next field.

Accounting. Used to view or add accounting data to a If you do not know the payee number, press [Enter] to dis-
record. play the VENDORS pop-up screen. This screen is also

displayedwhen an invalid payee number is entered. Press
The following are instructions for using these functions: [¥ 1 or [#] to locate the applicable payee number.
Pointand shoot the selected number to the field. The cur-
Adding Payments For Agencies Other Than The Agri- sor moves to the next field.
cultural Research ServicéAt the Payments Data Entry
screer(Figure 12), move to Add and press [Enter]. Payee Name(no-entry). This field is generated
from the Reference Voucher or Payee Number field.
Complete the fields as follows:
Fund Code(required, alphanumeric; 2 positions).
PAC Code(required, alphanumeric; 3 positions).  This field is system generated. To confirm the displayed
Key in the payment action code. fund code and move to the next field, press [Enter].

Add Edit Browse Print Pack Accounting
Add the fil

Voucher Number: [15]
Reference Uoucher: PAC Code:
Payee Humber: Uoucher
Payee Name: ﬁmnunt:
Fund Code:
Unit Code:
Invoice
Recv’d Date :m/ Discount Terms: @
Goods a.88 » A Days
Recuv’d Date:| 8| a.a8 B Days
Commodity Code:| g | a.88 » A Days

Contract
Date :/ Check Ident. Information

Uendor
Invoice Date:

Form 1899: [][12]

Figure 12. Payments Data Entry Screen
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» To key in a different fund code, key in the code over  Rate(numeric, 4 positionsKey in the exact terms (in

the displayed code or press [Delete] twice and then press order of largest to smallest) of the time discount. For

[Enter]. The FUND CODE pop-up screen is displayed.  example, key ir2 to reflect 2%.

Press[¥ 1 or [4 ] to locate the applicable fund code.

Point and shoot the selected code to the field. The cursor Days(numeric, 2 positionsKey in the exact number

moves to the next field. of days (in order of smallest to largest) in which the

discount percentage rate applies. For example, key in

[(61] unit Code(requiredfor the Forest Service and Ru- 10to reflect 10 days.

ral Development only, alphanumeric; 2 position$)a

ForestService fund code was keyed in the previous field, Check Ident. Information (required, alphanu-

key in the applicable unit code. If a Rural Development meric; max. of 20 positions per linéjey in the invoice

fund code was keyed in the previous field, key in the ap- date or order/contract/invoice number to enable the

plicable state code. payee to identify the check. This information will appear
on the Notice To Check Recipient included with the

Invoice Recv’'d Date(required, numeric; 6 posi-  check. Press [Enter].

tions) Key in the date the invoice was received by the

agency. Voucher Number (no-entry).Newis system gen-

eratedfor new entries. After the record is saved, a sequen-

Goods Recv'd Date(required, numeric; 6 posi- 5] youcher number is displayed (e@0007.

tions) Key in the date the goods or services were
received, inspected, and accepted from the vendor (us

the latest date) Voucher Amount (no-entry).The voucher amount

is generated when accounting data is added to the record.

[2]] commodity Code (required, alphanumeric; one o

position).Key in the commodity code. Valid codes e The messagé\ccount|ng Lines must be entered. Press
D, P,C, O, andX. Note: Refer to the Miscellaneous Pay- 21 keyis displayed. Press any key. The message
ments procedure (Title Il, Chapter 6, Section 5) for a This Record To The File?...0k Cancetisplayed with

complete description of these codes. Ok highlighted.

Contract Date (required, numeric; 6 positions). * To add, press [Enter].
Key in the contract date. If no contract date, key in the

order date. * To cancel, move to Cancel and press [Enter].
Vendor Invoice Date(required, numeric; 6 posi-  |f you add the payment to the file, the messageument
tions).Key in the date of the vendor’s invoice. Contains Erorsis displayed on the Payments Data Entry

N screen. At the function menu bar, moveAtxounting
Form 1099(conditional, checkbox)f Form 1099 and press [Enter]. (Seelding Accounting To Payments
reporting to the Internal Revenue Service (IRS) is for instructions.)

required, press the [Space Bar] to check the box. Press
[Enter] to move to the next field.

* To add another payment, repeat the preceding

If Form 1099 tax reporting is not required, press [Enter] PT0¢%:

to skip to the next field.

Adding Payments For The Agricultural Research
Discount Terms(Optional). Up to three discounts  Service At the Payments Data Entry scre€igure 13),
can be entered. move to the Add function and press [Enter].
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fidd Edit Browse Print Pack Accounting
Add a record to the file

Agreenent Mumber: Pmﬁ:de:
Voucher
Payee Name: Amnount :
Document Tuype:
Fund Code:
nit Code:
Discount Terns
1899 Code: a.88 a Days@
Final: a.88 8 Days
COR/ADODR Mumber : a.88 A Days
COR/ADODR Name:

Check Ident. Information

Commodity Code!:
Invoice Received:
Goods Received:

o PAY_ACTG record View: Entire file 2937k free|
Figure 13. Payments Data Entry Screen (for ARS only)

Complete the fields as follows: Fund Code (required, alphanumeric; 2 positions).
The fund code is system generated. To confirm the dis-
PAC Code (required, alphanumeric; 3 positions). played code and move to the next field, press [Enter].

Key in th i . . : .
ey in the payment action code * To key in a different fund code, key in the code over

If you do not know the payment action code, press [Enter] the displayed code or press [Delete] twice and then press
to display the PAC CODES pop-up screen. This screen islENtefl- The FUND CODE pop-up screen is displayed.
also displayed when an invalid payment action code is Press/ ¥ 1 or [4 I to locate the applicable fund code.
enteredPress ¥ | or [4 ] to locate the applicable pay- P0intand shoot the selected code to the field.
ment action code. Point and shoot the selected code to th§s | Unit Code(requiredfor the Forest Service and Ru-
field. The cursor moves to the next field. ral Development only, alphanumeric; 2 position$)a
ForestService fund code was keyed in the previous field,
Agreement Number (required, alphanumeric;  key in the applicable unit code. If a Rural Development

max. of 15 positionsKey in the agreement number. If ~ fund code was keyed in the previous field, key in the ap-
the agreement number is less than 15 positions, presglicable state code.

[Enter] to move to the next field. .

1099 Code(conditional, checkbox}f Form 1099
If you do not know the agreement number, press [Enter] "€Porting to the Internal Revenue Service (IRS) is
to display the AGREEMENTS pop-up screen or the required, press the [Space Bar] to place aqheck mark in
ARSOBGREFscreen when PAC codes O1E, 05E, or 11E the box. Press [Enter] to move to the next field.

(accruals only) is entered in the PAC Code field. These |f Form 1099 tax reporting is not required, press [Enter]
screens are also displayed when an invalid agreemento skip to the next field.

number is entered. Preda 1 or [4] to locate the _ . o .

applicable agreement number. Point and shoot the Final (con_d|t|onal, checkbox)f this is the final

selected number to the field payment for this agreement, press the [Space Bar] to
' place a check mark in the box. Press [Enter] to move to

PayeeName.(no-entry).The payee name is gener- the next field.
ated from the agreement number. If this is not a final payment, press [Enter] to skip to the
next field.

[9] COR/ADODR Number (conditional, numeric;

4 positions).Key in the Contracting Officer's or the
Authorized Departmental Officer’'s Designated Repre-
sentative numbeiote: The only document types that
require this data are 0050, 0053, 0054, 0057, 0058, and
0059. The cursor moves to the next field.

Document Type(required, numeric; 4 positions).
Key in the document type code.

If you do not know the document type code, press [Enter]
to display the DOC TYPE pop-up screen. This screen is
also displayed when an invalid document type code is
enteredPress/¥ 1 or [4 ] to locate the applicable doc-

ument type code. Point and shoot the selected number tdf you do not know the COR/ADODR number, press
the field. [Enter] to display the CONT OFCR pop-up screen.
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This screen is also displayed when an invalid Check Ident. Information (required, alphanu-
COR/ADODRnumber is entered. Pres¥ 1 or [4 ] to meric; max. of 20 positions for each lin&ey in the
locate the applicable COR/ADODR number. Point and invoice date, order/contract/invoice number, or agree-
shoot the selected number to the field. The cursor movesment number to enable the payee to identify the check.
to the next field. This information will appear on the Notice To Check

Recipient included with the check. Press [Enter].
COR/ADODR Name (no-entry).The Contracting

_Officer's or the Authorized De_partmental OfficeDes- Voucher Number (no-entry).Newis system gen-
ignatedRepresentative name is generated from the COR/eratedfor new entries. After the record is saved, a sequen-
ADODR number. tial voucher number is displayed (e @0002).

Commodity Code (required, alphanumeric; Voucher Amount (no-entry).The voucher amount

1 position) Key in the commodity code. Valid codes are is generated when accounting is added to the record.
M, D, P, C, O, and X. Note: Refer to the Miscellaneous

Payments procedure (Title I, Chapter 6, The messagéccounting Lines must be entered. Press

Section 5) for a complete description of these codes. ~ any keyis displayed. Press any key. The message
This Record To The File?...0k Cangetlisplayed with

Invoice Receivedrequired, numeric; Gositions) Ok highlighted.
Key in the date the invoice was received by the agency.. T add, press [Enter].

Goods Receivedqrequired, numeric; 6 positions)  * To cancel, move to Cancel and press [Enter].

Key in the date the goods or services were received,

inspected, and accepted from the vendor (use the lateslf you add the payment to the file, the mesdageument

date). Contains Erorsis displayed on the Payments Data Entry
screen. At the function menu bar, moveAzounting

Discount Terms(Optiona). Up to three discounts ~ nd press [Enter]. (Selding Accounting To Payments

can be entered. for instructions.)

* To add another payment repeat the preceding

Rate (numeric, 4 positionsKey in the exact terms (in
Process -

order of largest to smallest) of the time discount. For

example, key ir2 to reflect 2%.
Adding Accounting To PaymentdAt the Accounting

Days(numeric, 2 positionsKey in the exact number  function, press [Enter]. The Payments Accounting
of days (in order of smallest to largest) in which the Information screen is displayed. Press [Alt + A] or
discount percentage rate applies. For example, key in[Insert] todisplay the Payments Accounting Lines screen
10to reflect 10 days. (Figure 14). Complete the fields as follows:

Payments Accounting Information

ficcount ing Ob ject
Payments Accounting Lines

Related Voucher:

Account ing : [

0Ob ject Fund Unit Blank or

Class: @ Code: Code:EHoursE CR: Amount : E
B.88 D B.88

CTRL-W — =save ESCAPE — exit
Figure 14. Payments Accounting Lines Screen
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Related Voucher(no-entry) This field is system ¢ To return to the Payments Data Entry screen, press
generated. [Esc]. Ifthere are no errors, the messigeErrors Found
. ) . Press any keig displayed. Press any key to continue. To

Accounting (required, alphanumeric; max. of  correct an error, segditing Payments . The voucher
35 positions)Key in the accounting code that was pre- amount is automatically displayed in that field.
viously entered in the accounting table by Level 2 or
Level 3 users. Editing PaymentsAt the Payments Data Entry screen,
press[#] to move to the Edit function. To change data
on the displayed record, press [Enter]. To locate a differ-

nt record, move to the Browse function (discussed
(ﬁelow). Presg 4] to return to the Edit function. At the
Payment Data Entry screen, with the selected payment
Object Class(required, numeric, fositions)Key  record displayed, press [Enter]. Key in the correct data
in the budget object classification code that was pre-and press [Ctrl + W]. The messagkite the changes to
viously entered in the accounting table by Level 2 or disk?...0k Cances displayed wittDk highlighted.
Level 3 users. If invalid or no data is entered, press
[Enter] to display the OBJ CLASS pop-up screen. Press
[¥1or [4] tolocate the applicable object class code. s To cancel, move to Cancel and press [Enter].
Point and shoot the selected code to the field.

If invalid or no data is entered, press [Enter] to display the
ACTG CLASS pop-up screen. Pre§¥ 1 or [4] to
locate the applicable code. Point and shoot the selecte
code to the field. The cursor moves to the next field.

* To complete the edit, press [Enter]

. o Browsing Or Deleting Payment#\t the Payments Data
Fund Code (conditional, —alphanumeric;  pniry screen, move to Browse and press [Enter]. The

2 positions)If 88 was keyed in the fund code field on the PAYMENTStable screen is displayed. Préas |, [4 ]
Payments Data Entry screen, key in the fund code that[_'] and [ ] to view the entire tablé screen, '

relates to the accounting code.

¢ To view a record, move to the selected record and press

Unit Code (required for the Forest Service and [Enter]. The payment record is displayed.

Rural Development only, alphanumeric; 2 positiorta
ForestService fund code was keyed in the previous field, « Tg delete a record, press [Delete]. The mesBatdete
key in the applicable unit code. If a Rural Development this record? OkCancelis displayed wittOk highlighted.
fund code was keyed in the previous field, key in the ap- To mark the selected record for deletion, press [Enter].

plicable state code. Deleteds displayed at the bottom of the screen. To physi-
" - " cally remove records marked for deletion, Baeking
[6 ] Hours (conditional, numeric; max. of 5 positions). 5_ .~

If the object class involves employee salary compensa-
tion transactions, key in the number of hours. * To reactivate a deleted record, press [Delete] a second

. time toremoveDeletedfrom the screerote: A deleted
Blank or CR (conditional, checkbox)If the record can be reactivated only before the Pack function
amount is @redit, press the [Space Bar] to check the box.

is utilized.
If the record is not a credit, press [Enter] to skip.

) . N ¢ To cancel the delete function, move to Cancel and
Amount (required, numeric; max. of 11 positions). press [Enter].

Key in the dollar amount to be charged to each account-

ing code. Press [Enter] to display the messaggtthis  printing PaymentsAt the Payments Data Entsgreen,
record to the file? Ok Cancalith Ok highlighted. move toPrint. Press [Enter] to display the Reports on File
screen igure 10). Press[¥ 1 or [4] to locate the
reportyou want to print. Press [Enter] to move the cursor

« To cancel, move to Cancel and press [Enter]. to the Go!, Cancel, Settings, and Query submenu. Move
to Settings and press [Enter] to display the Report Man-

» To add additional accounting lines to the record, repeatager screerHgure 11).
this processNote: Do not exceed 99 lines of accounting
for each voucher.

* To add, press [Enter].

* To set up the destination of the output, at the Report
Manager screen, move to Screen, File, or Printer. Press
« To edit accounting lines on the record, press the [Space Bar] to highlight the Screen, File, or Printer
[Alt + E] or press [Enter]. button.Note: Send Output To will default to Printer if no
selection is made. Press [Enter] to move to the No. of
* To delete accounting lines from the record, press Copies field. Key in the number of copies to print. Press
[Delete]. [Enter] to move to Start On Page. Key in the print start
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page. Press [Enter] to move to Print To Page. Key in therecorded on the Report Manager screen previously dis-
end print page. Press [Enter] to move to the Report Rangecussed.

Status field with Entire File highlighted. .
e To cancel the print process, move to Cancel. Press

[Enter] to return to the Report Name screen.
* To print the entire file, press [Enter]. To move to Over-
ride or As Saved, preds® ], then press the [Space Bar]
to highlight the selected button. Press [Enter] to move toe Press [Esc] to return to the Payments Data Entry
the Start At field. Key in the start at data. Press [Enter] to screen.
move to Stop At. Key in the stop at data. Press [Enter] to

move_to the Query Spec Status field. Select Entire File, Packing PaymentsAt the Payments Data Entry screen,
Override, or AsSaved. Presk®] to move to your selec-  ,ove to Pack. Press [Enter] to display the mesBage

tion, then press the [Space Bar]. Press [Enter] to key inmanentlyremove all records marked for deletion?... Ok
data in the Select field when Override is selected. Presscancelwith Ok highlighted.

[Enter] to display the Report Name screen.

Note: The Query option is not available at this time.

e To delete all records marked for deletion, press

[Enter].
O At Report Name, move the cursor to Go! and press

[Enter]. The data is sent to the selected destination as To cancel, move to Cancel and press [Enter].
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Non-Expenditure Transfers And three times and then press [Enter]. The PAC CODES

Adjustments (Access Level 1) pop-upscreen is displayed. Pref¥ 1 or [4 ] to locate

the applicable payment action code. Point and shoot the

Thisoption is listed third on the AD—757 submenu. Move selected code 1o the field.

to Non—Expend Tfrs & Adjustments and press [Enter].
The Non-Expenditure Transfers Data Entry screen
(Figure 15) with a function menu bar at the top of the

screen is displayed.

Fund Code(required, alphanumeric; 2 positions).
The fund code is system generated. To confirm the dis-
played code and move to the next field, press [Enter].
Move to the applicable function and press [Enter], or

enterthe first letter of the option name; e 8.(Browse) * To key in a different fund code, key in the code over
the displayed data or press [Delete] twice and then press
[Enter]. The FUND CODE pop-up screen is displayed.
Add. Used to add a new record. Press[¥ 1 or [4 ] to locate the applicable fund code.
Point and shoot the selected code to the field.

Below is a brief description of each function:

Edit. Used to change a record.

Browse.Used to view or delete records. Unit Code(requiredfor the Forest Service and Ru-
_ _ ral Development only, alphanumeric; 2 positiori§ya
Print Used to print records. ForestService fund code was keyed in the previous field,

key in the applicable unit code. If a Rural Development
fund code was keyed in the previous field, key in the ap-
plicable state code.

Pack. Used to permanently remove records marked for
deletion.

Accounting. Used to add accounting data to a record.
_ , . _ _ Document Type(required for ARS only, numeric;
The following are instructions for using these functions: 15 o 4 positionsThe document type code is system

Adding Non-Expenditure Transfers And Adjustments ~ 9énerated. Toonfirm the displayed document type num-

At the Non-Expenditure Transfers Data Entry screen Per and move to the next field, press [Enter].

(Figure 15), move to Add and press [Enter].
¢ To key in a diferent document type numbkey in the

Complete the fields as follows: correct data over the displayed data or press [Delete] four
times and then press [Enter]. The DOC TYPE pop-up
screen is displayed. Pres® 1 or [4] to locate the
applicable number. Point and shoot the selected number
to the field.

Payment/Action Code(required, alphanumeric;
max. of 3 positions)'he payment action code is system
generated. Toonfirm the displayedode and move to the
next field, press [Enter].

* To key in a different payment action code, key in the Payee Name(optional, alphanumeric; max. of
correct data over the displayed data or press [Delete]30 positions)Key in the payee name and press [Enter].

fidd Edit Browse Print Pack fAccounting

Non—Expenditure Transfers Data Entry

Uoucher HNo:

Payment-fAction Code: Transfer From Amt: A.88 CR
Fund Code: Transfer To Amt: a.88
Unit Code:
Document Type: Payee Num:
Payee NHame:

Ad justment Remarks!: @

Figure 15. Non-Expenditure Transfers Data Entry Screen
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[(6] Adjustment Remarks (optional, alphanumeric; not been previously corrected, an error message(s) is dis-
max. of 30 positions per lineKey in any adjustment  played orthe screen. Move to Edit and press [Enter]. (See
remarks that apply. Editing Non-Expenditure Transfers And Adjustments for

) ) more instructions.)
The messag@ransfer From Accounting Lines must be

entered. Pess any keig displayed. Press any key to dis- * To add another non-expenditure transfers and adjust-
play the messagEransfer To Accounting Lines must be ments recordollow the instructions foAdding Non-Ex-
entered. Press any kéress any key to display the mes- penditure Transfers And Adjustments.

sageAdd This record tthe file?...Ok Cances displayed

with Ok highlighted. » To add accounting, edit, browse, delete, find, print, or
pack, non-expenditure transfers and adjustments, follow
* To add, press [Enter]. the instructions foAdding Accounting, Editing, Browsing

Or Deleting, Printing, and Packing Non-Expenditure
Transfers And Adjustments.

* To cancel, move to Cancel and press [Enter].

Voucher No (no-entry).Newis system generated

for new entries. After the record is saved, a sequential Adding Accounting To Non-Expenditure Transfers

voucher number is displayed (e.@0002). And Adjustments At the Non-Expenditure Transfers
Data Entry screen, move to thecounting function and

Transfer From Amt (no-entry). The Transfer  nress [Efer]. A submenu containing two optionsfis-

From Amount is generated when accounting is added tOfor From (CR) and Transfer To) is displayed viitans-

the record. fer From (CR)highlighted.

[o] Transfer To Amt (no-entry). The Transfer To  « To select Transfer From (CR), press [Enter]. The Non-
Amount is generated when aCCOUnting is added to theExpenditure Transfers From Account Accounting
record. Information screen with a function menu bar at the bot-
tom of the screen is displayed. Press [Alt + A] to add
accounting. The Transfers From Accounting Lines
screenfigure 16) is displayed.

If you added the Non-Expenditure Transfers And Adjust- Complete the fields as follows:

ments data to the file, the mess&mument Contains

Errors is displayed on the Non-Expenditure Transfers Related Voucher(no-entry).This field is system
Data Entry screen. Move to thecounting function and generated.

press [Enter]. (Sefdding Accounting To Non-Expendi- ) ) -
ture Transfers And Adjustments for more information on Accounting (required, alphanumeric; max. of
entering accounting data.) 35 positions)Key in the accounting code assigned by

your agency and press [Entefjlote: The selected
If there are no errors, the non-expenditure transfer andaccountingcode must exist in the Accounting Code table
adjustment record is added. If there are errors that haveestablished by Level 2 and/ or Level 3 users.

Payee Num(no-entry).The payee number is sys-
tem generated.

Non—Expenditure Transfers From Account Accounting Information

fAccount ing Local Ob ject Fund Unit
Option Class Amount Code Code Hours
Transfers From ficcounting Lines

Related Voucher:

Account ing : [

Object Fund Unit
Class: Code: Code: Hours: Amnount: Agreenent : E Task:@

E m E %ﬁ a.6aa

CTRL-U - =auve ERCAPE - ewxit

Figure 16. Transfers From Accounting Lines Screen
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If you do not know the accounting code, press [Enter] to [ | Task (for ARS use only, optional, alphanumeric;
display the ACTG CLASS pop-up screen. This screen is max. of 10 positions)f agency is ARS, key in the task
also displayed when an invalid accounting code is number of the agreement (if RSA) that is being paid.

entered. PressV¥ | or [4] to locate the applicable

accountingcode. Point and shoot the selected accounting The messagadd this ecord tothe file? Ok Cances dis-

code to the field.

Object Class(required, numeric; 4 positionsiKey
in the object class code.

played withOk highlighted.

* To add, press [Enter].

If you do not know the object class code, press [Enter] to® T0 cancel, move to Cancel and press [Enter].
display the OBJ CLASS pop-up screen. This screen is

also displayed when an invalid object class code is

entered. PressV¥ | or [4] to locate the applicable

accountingcode. Point and shoot the selected accounting

code to the field.

Fund Code (conditional, alphanumeric; 2 posi-
tions).If 88 was keyed in the fund code field on the Non-
Expenditure Transfers Data Ensgreen, key in the fund
code that relates to the accounting code.

Unit Code (required for the Forest Service and
Rural Development only, alphanumeric; 2 positioifs).

If the record was added to the file, the Non-Expenditure
Transfers From Account Accounting Information screen
is displayed.

Press [Esc] to return to the Non-Expenditure Transfers
Data Entry screen. The messdgensfer To Accounting
Lines must be entered. Press anyikadisplayed. Press
any key to display the messajecounting Lines are out

of balance. Press any kd3ress any key to continue.

At the Accounting submenu, move to Transfer To and
press [Enter]. The Non-Expenditure Transfers To

a Forest Service fund code was keyed in the previousAccount Accounting Information screen with a function

field, key in the applicable unit code. If a Rural Develop-

bar menu is displayed. Press [Alt + A] to add accounting.

mentfund code was keyed in the previous field, key in the The Transfers To Accounting Lines screEigre 17) is

applicable state code.

[(61] Hours (conditional, numeric; max. of 5 positions).

displayed.

Complete the fields as follows:

If the selected object class involves employee salary
compensation transactions, key in the number of hours. Related Voucher(no-entry).This field is system

Amount (required, numeric; max. of 11 positions).
Key in the Transfer From amouiote: Transfer From
and Transfer To amounts must balance

Agreement (for ARS use only, optional, alphanu-
meric; max. of 1%ositiong. If agency is ARS, key in the
agreement number.

generated.

Accounting (required, alphanumeric; max. of
35 positions)Key in the accounting code assigned by
your agency and press [Entefjlote: The selected
accountingcode must exist in the Accounting Code table
established by Level 2 and/ or Level 3 users.

Non—Expenditure Transfers To Account Accounting Information

Local
Option

Account ing 0Ob ject

Class

Fund
Code

Unit

Amount Code Hours

Transfers To Accounting Lines

Related Uuucher:ll!l

ﬁccuun; ing : [

Object Fund Unit
Class: Code: Code:

Hours:
a.88

(6]

CTRL-U - =save

Amount :

Agreement : E Task: @

a.pa

ESCAPE — exit

Figure 17. Transfers To Accounting Lines Screen
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If you do not know the accounting code, press [Enter] to ¢ To delete accounting lines from the record, press
display the ACTG CLASS pop-up screen which lists [Delete].

accounting codes established by Level 2 and/ or Level 3 )

users. This screen is also displayed when an invalid® TO return to the Non-Expenditure Transfers Data
accountingcode is entered. Pres® | or [4 ] to locate ~ ENry screen, press [Esc].

the appropriate accounting code. Point and shoot the

applicable accounting code to the field. Editing Non-Expenditure Transfers And Adjustments

At the Non-Expenditure Transfers Data Entry screen,
press[#] to move to the Edit function. To change data
on the displayed record, press [Enter]. To locate a differ-

If you do not know the object class code, press [Enter] to €Nt record, move to the Browse function (discussed
d|Sp|ay the OBJ CLASS pop_up screen. Th|s screen isbe|0W). PreSS{"] to return to the Edit function. At the

also displayed when an invalid object class code is Non-Expenditure Transfers Data Entry screen, with the
entered. Pres§¥ | or [4 ] to locate the appropriate selected record displayed, press [Enter]. Key in the cor-

accountingode. Point and shoot the applicable account- "€Ct data and press [Ctrl + W]. The messdgée the
ing code to the field. changes to disk?...0k Canégldisplayed wittOk high-

lighted.

Object Class(required, numeric, max. of 4 posi-
tions).Key in the object class code.

Fund Code (conditional, alphanumeric;
2 positions)If 88 was keyed in the fund code field on the

Non-Expenditure Transfers Dafatry screen, key inthe  « Tg cancel, move to Cancel and press [Enter].
fund code that relates to the accounting code.

¢ To complete the edit, press [Enter]

. . , Browsing OrDeleting Non-Expenditure Transfers And
Unit Code (required for the Forest Service and  agjystments At the Non-Expenditure Transfers Data

Rural Development only, alphanumeric; 2 positiorsa Entry screen, move to Browse and press [Enter]. The
ForestService fund code was keyed in the previous field, \ONEXPND  table  screen  is displayed. Press
key in the applicable unit code. If a Rural Development (w] [4] [®] and [*] to view the entire table
fund code was keyed in the previous field, key in the ap- ! ' '

. screen.
plicable state code.
¢ To view a record, move to the selected record and press
[Enter]. The non-expenditure transfers and adjustments

record is displayed.

(6] Hours (conditional, numeric; max. of 5 positions).
If the object class involves employee salary compensa-
tion transactions, key in the number of hours.

. ) - * To delete a record, press [Delete]. The mesBagete
Amount (required, numeric; max. of 11 positions). s record? OkCancelis displayed wittOk highlighted.
Key in the Tansfer To amounNote: The TransferFrom To mark the selected record for deletion, press [Enter].
and Transfer To amounts must balance. Deleteds displayed at the bottom of the screen. To physi-
cally remove records marked for deletion, Baeking

Agreement (for ARS use only, optional, alphanu- : .
9 ( y: op P Non-Expenditure Transfers And Adjustments

meric; max. of 1%ositiong. If agency is ARS, key in the
applicable agreement number or press [Enter] to skip. « To reactivate a deleted record, press [Delete] a second
time toremoveDeletedfrom the screerNote: A deleted

record can be reactivated only before the Pack function

[9] Task (for ARS use only, optional, alphanumeric;
max. of 10 positions)f agency is ARS, key in the task

number of the agreement (if RSA) that is being paid or Is utilized.

press [Enter] to skip. ¢ To cancel the delete function, move to Cancel and
The messagadd this ecord tothe file? Ok Cancés dis- press [Enter].

played withOk highlighted. Printing Non-Expenditure Transfers And Adjust-

ments At the Non-Expenditure Transfers Data Entry
screenmove to Print. Press [Enter] to display the Reports
« To cancel, move to Cancel and press [Enter]. on File screenrigure 10). Press[¥ 1 or [4 ] to locate

the report you want to print. Press [Enter] to move the
* To add additional accounting lines to the record, repeatcursor tathe Go!, Cancel, Settings, and Query submenu.
this processNote: Do not exceed 99 lines of accounting Move to Settings and press [Enter] to display the Report
for each voucher. Manager screerrigure 11).

* To add, press [Enter].

* To edit accounting lines on the record, press ¢ To set up the destination of the output, at the Report
[Alt + E] or press [Return/Enter]. Manager screen, move to Screen, File, or Printer. Press
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the [Space Bar] to highlight the Screen, File, or Printer recorded on the Report Manager screen previously dis-
button.Note: Send Output To will default to Printer if no  cussed.
selection is made. Press [Enter] to move to the No. of
Copies field. Key in the number of copies to print. Press * To cancel the print process, move to Cancel. Press
[Enter] to move to Start On Page. Key in the print start [Enter] to return to the Report Name screen.
page. Press [Enter] to move to Print To Page. Key in the
end print page. Press [Enter] to move to the Report RangdNote: The Query option is not available at this time.
Status field with Entire File highlighted.

e Press [Esc] to return to the Non-Expenditure
* To print the entire file, press [Enter]. To move to Over- Transfers Data Entry screen.
ride or As Saved, preds® ], then press the [Space Bar]
to highlight the selected button. Press [Enter] to move to ) ) )
the Start At field. Key in the start at data. Press [Enter] to PackingNon-Expenditure Transfers And Adjustments
move to Stop At. Key in the stop at data. Press [Enter] toAt the Non'EXpe-nditUre Transfers screen, move to Pack.
move to the Query Spec Status field. Select Entire File, Pres§Enter] to display the messagermanentlyemove
Override, or AsSaved. Presk® ] to move to your selec- a!l re.cords marked for deletion?... Ok Canedth Ok
tion, then press the [Space Bar]. Press [Enter] to key inhighlighted.

data in the Select field when Override is selected. Press del I q ked for deleti
[Enter] to display the Report Name screen. [Er-|1-t(;r] elete all records marked for deletion, press
O At Report Name, move the cursor to Go! and press

[Enter]. The data is sent to the selected destination as To cancel, move to Cancel and press [Enter].

31



Title VI Systems Access Manual

Chapter 7 Procurement and Other Payments

Section 12 Personal Computer Miscellaneous Payments System

Recording Foreign Transactions (Access * To key in a different fund code, key in the code over
Level 1) the displayed code or press [Delete] twice and then press

[Enter]. The FUND CODE pop-up screen is displayed.
Press[¥ 1 or [4 ] to locate the applicable fund code.
Point and shoot the selected code to the field.

This option is listed fourth on the AD-757 submenu.
Move to Recording Foreign Transactions and press
[Enter]. The Recording Foreign Transactions Data Entry

screer(Figur.e 13) with a function menu bar at the top of PAC Code (required, alphanumeric; 3 positions).
the screen is displayed. The payment action code is system generated. To confirm
the displayed code and move to the next field, press

Move to the applicable function and press [Enter], or
bp P [ ] [Enter].

enterthe first letter of the option name; e §.(Browse)

* To key in a diferent payment action codesy the code

Below is a brief description of each function:
P over the displayed data, or press [Delete] three times and

Add. Used to add a new record. then press [Enter]. The PAC CODES pop-up screen is
_ displayed. Pres$¥ 1 or [4 ] to locate the applicable
Edit. Used to change a record. payment action code. Point and shoot the selected code

to the field.

Browse.Used to view or delete records.

Document Type (requiredfor ARS only, numeric; 4
positions).If the agency is ARS, key in the document
Pack. Used to permanently remove records marked for type number.

deletion.

Print. Used to print records.

If you do not know the document type number, press
Accounting. Used to view or add accounting data to a [Enter] to display the DOC TYPE pop-up screen. This
record. screen is also displayed when an invalid document type
_ _ _ _ number is entered. Pred& | or [4] to locate the
The following are instructions for using these spplicable document type number. Point and shoot the
functions: selected document type number to the field.

Adding Foreign TransactionsAt the Recording For- SF-1221 Month/Year (required, numeric;
eign Transactions Data Entry scréEigure 18), move to 4 positions)The SF-1221 date is system generated. To
Add and press [Enter]. confirm the displayed date and move to the next field,

i press [Enter].
Complete the fields as follows:

) ) - * To key in a diferent date, delete the displayed date and
Fund Code (required, alphanumeric; 2 positions). key in the correct date.

The fund code is system generated. To confirm the dis-
played code and move to the next required field, press[5_] Country Code (required, alphanumeric; 2 posi-
[Enter]. tions).Key in the applicable country code.

fidd Edit Brouwse Print Pack Accounting
Add a record to the file.

Recording Foreign Transactions Data Entry

Voucher Number: @

Fund Code:
PAC Code: Uoucher Amt:
Docunent Type:
SF-1221 Month~Year:
Country Code: Embassy Code:

Payee NHame:
Reference Number: [ 7 |
Government Entity: [ 8]

Figure 18. Recording Foreign Transactions Data Entry Screen
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If you do not know the country code, press [Enter] to dis- If you added the payment to the file, the mes&aqgeu-
playthe COUNTRY CODE pop-up screen. This screen is mentContains Errorgs displayed on the Recording For-
also displayed when an invalid country code is entered.eign Transactions Data Entry screen. Move to the

Press|¥ 1 or [4 ] to locate the applicable country code.

Accounting function and press [Enter]. (Segiding

Point and shoot the applicable country code to the field. Accounting To Foreign Transactionsfor instructions.)

[6] Payee Name(optional, alphanumeric; max. of
30 positions) Key in the payee name and press [Enter].

Reference Number (optional, alphanumeric;
max. of 15ositions) Key in information that helps iden-
tify the transaction.

Government Entity (conditional, checkbox)If

If there are no errors, the foreign payment is added. If
there are errors that have not been previously corrected,
an error message(s) is displayed on the screen. Move to
Editand press [Enter]. (S&liting Foreign Transactions

for instructions.)

* To add another foreign payment, follow the instruc-
tions forAdding Foreign Transactions

the payee isa foreign government, press the [Space BarI To add accounting, edit, brOWSG, delete, find, print, or

to mark the box, then press [Enter].

pack foreign payments, follow the instructions for
Adding Accounting, Editing, Browsing Or Deleting, Print-

If the payee is not a foreign government, press [Enter] toing, or Packing Foreign Transactions

skip.

Adding Accounting To Foreign TransactionsAt the

The messagccounting Lines must be entered Press any pecording Foreign Transactions Data Entry screen,
keyis displayed. Press any key to display the messageyoye tothe Accounting function and press [Enter]. The

Add this record to the file?...Ok Canagith Ok high-
lighted.

* To add, press [Enter].
¢ To cancel, move to Cancel and press [Enter].

[ Voucher Number (no-entry).Newis system gen-

eratedor new entries. After the record is saved, a sequen-

tial voucher number is displayed (e @0007).

Voucher Amt (no-entry).The voucher amount is
generated when accounting is added to the record.

Embassy Codgno-entry).

Recording Foreign Payments

Local
Option

Account ing
Class

oucher

umber Class

Ob ject

Recording Foreign Payments Accounting Information
screerwith a function menu bar listed at the bottom of the
screen is displayed. Press [Alt + A] to add accounting.
The Foreign Payments Accounting Lines screen
(Figure 19) is displayed.

Complete the fields as follows:

Related Voucher(no-entry).This field is system
generated.

Accounting (required, alphanumeric; max. of
35 positions)Key in the accounting code assigned by
your agency and press [Entefjlote: The selected
accountingcode must exist in the Accounting Code table
established by Level 2 and/ or Level 3 users.

Accounting Information

Hours Amount

Foreign Pauyments Accounting Lines

Related Uoucher:ll!'

ﬁccoun! ing : [

Ob ject
Class:

Hours :B .88

CTRL-W — save

Amount : a.

Blanlk or

aa CR

ESCAPE - exit

Figure 19. Foreign Payments Accounting Lines Screen
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If you do not know the accounting code, press [Enter] to [Ctrl + W]. The messag@/rite the changes to disk?...Ok
display the ACTG CLASS pop-up screen. This screen is Cancelis displayed withOk highlighted.

also displayed when an invalid accounting code is .

entered. Pres§¥ | or [4] to locate the applicable * TO complete the edit, press [Enter].
accountingcode. Point and shoot the selected accounting,
code to the field.

Object Class(required, numeric; 4 positionsKey Browsing Or De_Ieting Foreig_n TransactionsAt the
in the object class code. Recording Foreign Transactions Data Entry screen,

move to Browse and press [Enter]. The FRGNPMTS
If you do not know the object class code, press [Enter] totable screen is displayed. Prekg 1, [4 ], [#], and
display the OBJ CLASS pop-up screen. This screen is [4] to view the entire table screen.
also displayed when an invalid object class code is
entered. Pres§¥ 1 or [4] to locate the applicable ¢ To view arecord, move to the selected record and press
accountingcode. Point and shoot the selected accounting [Enter]. The foreign transaction record is displayed.
code to the field.

To cancel, move to Cancel and press [Enter].

¢ To delete a record, press [Delete]. The mesBadete

Hours (conditional, numeric; 5 positions)f the this record? OlCancelis displayed witfOk highlighted.
selectedbbiject class code involves employee satamy- To mark the selected record for deletion, press [Enter].

pensation transactions, key in the number of hours.  Deleteds displayed at the bottom of the screen. To physi-
cally remove records marked for deletion, Beeking

Amount (required, numeric; max. of 11 positions). Foreign Transactions
Key in the dollar amount of the voucher.

* To reactivate a deleted record, press [Delete] a second

[(6] Blank or CR (conditional, checkbox)f the for- time toremoveDeletedfrom the screerNote: A deleted
eigntransaction is a credit, press the [Space Bar] to markrecord can be reactivated only before the Pack function
the box, then press [Enter]. is utilized.

If the foreign transaction is not a credit, press [Enter] to * To cancel the delete function, move to Cancel and
skip. press [Enter].

The messagadd this ecord tothe file? Ok Cances dis- Printing Foreign Transactions At the Recording For-

played withOk highlighted. eign TransactionBata Entryscreen, move to Print. Press

[Enter] to display the Reports on File screkigyre 10).

Press/¥ 1 or [4 ] to locate the report you want to print.

¢ To cancel, move to Cancel and press [Enter]_ Press [Enter] to move the cursor to the Go!, CarSes!,
tings, and Query submenu. Move to Settings and press

* To add additional accounting lines to the record, repeat[Enter] todisplay the Report Manager screEiggre 11).

this processNote: Do not exceed 99 lines of accounting o
for each voucher. * To set up the destination of the output, at the Report

Manager screen, move to Screen, File, or Printer. Press
* To edit accounting lines on the record, press [Alt + E] the [Space Bar] to highlight the Screen, File, or Printer
or press [Return/Enter]. button.Note: Send Output To will default to Printer if no

selection is made. Press [Enter] to move to the No. of
* To delete accounting lines from the record, press Copies field. Key in the number of copies to print. Press
[Delete]. [Enter] to move to Start On Page. Key in the print start

_ ) ) page. Press [Enter] to move to Print To Page. Key in the

* To return to the Recording Foreign Transactions Data g, print page. Press [Enter] to move to the Report Range
Entry screen, press [Esc]. Status field with Entire File highlighted.

* To add the record, press [Enter].

Editing Foreign Transactions At the Recording For-  * To print the entire file, press [Enter]. To move to Over-
eign Transactions Data Entry sen, press®1] to move ride or As Saved, preds® 1, then press the [Space Bar]
to the Edit function. To change data on the displayed to highlight the selected button. Press [Enter] to move to
record, press [Enter]. To locate a different record, move the Start At field. Key in the start at data. Press [Enter] to
to the Browse function (discussed below). Prle%d to move to Stop At. Key in the stop at data. Press [Enter] to
return to the Edit function. At the Recording Foreign move to the Query Spec Status field. Select Entire File,
Transactions Data Entry screen, with the selected recordOverride, or AsSaved. PresE® ] to move to your selec-
displayedpress [Enter]. Key in the correct data and press tion, then press the [Space Bar]. Press [Enter] to key in

34



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
Personal Computer Miscellaneous Payments System Section 12

data in the Select field when Override is selected. Pres® Press [Esc] to return to the Recording Foreign
[Enter] to display the Report Name screen. Transactions Data Entry screen.

O At Report Name, move the cursor to Go! and press Packing Foreign TransactionsAt the Recording For-

[Enter]. The data is sent to the selected destination aseign Transactions Data Entgreen, move to Pack. Press

recorded on the Report Manager screen previously dis-[Enter] to display the messagermanentlyemove all

cussed. records marked for deletion?... @ancelwith Ok high-
lighted.

* To cancel the print process, move to Cancel. Press .
[Enter] to return to the Report Name screen EETO ]delete all records marked for deletion, press
' nter].

Note: The Query option is not available at this time. * To cancel, move to Cancel and press [Enter].
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AD-742 (Access Level 1) AD-742 Type: Disbursements Only, Collections

Only, Entire Document (required, checkbox)Press
This option is listed second on the Forms pull-down [¥ | to move the cursor to the applicable AD-742 type.
menu. It is used by Access Level 1 users to add, edit,Presghe [Space Bar] to highlight the corresponding but-
browse, delete, print, and pack AD—742 records. ton. Press [Enter] to move to the next field.

At the AD-742 option, press [Enter]. The AD-742 I_:II_/(I:f DizbursDe_n;)ents Only is selected, the cursor moves to
Transfers and Adjustments For Data Entry screen /< Under Disbursements.

(Figure 20) with a function menu bar listed at the top of o f Collections Only is selected, the cursor moves to
the screen is displayed. T/C under Collections.

Move the cursor to the app|icab|e function and press If Entire Document is Selected, the cursor moves to

[Enter], or enter the first letter of the selected function Voucher under the Disbursements section. Both
name; e.g.B (Browse) Disbursements and Collections sections must be

completed.

Below is a brief description of each function: )
Disbursements

Add. Used to add a new record. Voucher (conditional, numeric; max. of 5 posi-

tions) If Entire Document was selected as the AD-742

Edit. Used to change a record. type, key in the other agency’s voucher number. The cur-
) sor moves to the next fieltllote: Do not use voucher
Browse.Used to view or delete records. numbers that begin with 8 or 9. These numbers are

reserved for NFC use only
Print. Used to print records. . _ N
T/C (required, alphanumeric; 3 positionsYhe

Pack. Used to permanently remove records marked for Transactions Code is system generated. To confirm the
deletion. displayed code and move to the next field, press [Enter].

* To key in a diferent Transaction Code, key in the code
over the displayed data or press [Delete] three times and
then press [Enter]. The PAC Codes pop-up screen is dis-
played.Press/ ¥ | or [4 ] to locate the applicable code.
Point and shoot the selected code to the field. The cursor
Adding An AD-742 At the AD-742 Transfers and moves to the next field.

Adjustments For Data Entry scregiigure 20), move to

Accounting. Used to add accounting data to a record.

The following are instructions for using these functions:

Add and press [Enter]. Fund Code(required, alphanumeric; 2 positions).
If two or more agencies or units having multiple or differ-
Complete the fields as follows: ent fund codes are involved, keyda.

Add Edit Brouse Print Pack Accounting
Add record to the file.
AD-742 Transfers and Adjustments for Data Entry

AD-742 TYPE: O Disbursemnents Only
QO Collections Only
O Entire Document
UVgucher:
DISBURSEMENTS (Other Agency Voucher if
T-C: Entire Document)
Fund Code:
Init Code: Remarks

Disbursenent
Line(s) Total: .

COLLECTIONS
T-C:
Fund Code:
Unit Code:
Collection

Line(=) Tutalim

Figure 20. AD-742 Transfers And Adjustments For Data Entry Screen
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O If the disbursement or expense is under the same fundCollections
code, key in the applicable fund code.
T/C (conditional, alphanumeric; 3 positionsjhe
O If you do not know the fund code, press [Enter] to dis- Transaction Code is system generated. To confirm the
playthe FUND CODE pop-up screen. This screen is also displayed code and move to the next field, press [Enter].
displayed when an invalid fund code is entered. Press _ _ _ _
[¥ 1 or (4] to locate the applicable fund code. Point * TO key in a different transaction code, key in the code
and shoot the selected fund code to the field. over the displayed data or press [Delete] three times and
then press [Enter]. The PAC CODES pop-up screen is
Unit Code(requiredfor the Forest Service and Ru- displayed. Press¥ | or [4 ] to locate the applicable
ral Development only, alphanumeric; 2 positiori§xa code. Point and shoot the selected code to the field.
ForestService fund code was keyed in the previous field,
key in the applicable unit code. If a Rural Development [2] Fund Code(required, alphanumeric; 2 positions).
fund code was keyed in the previous f|e|d, key in the ap- The fund code is system generated. To confirm the dis-
plicable state code. played code and move to the next field, press [Enter].

[6] DisbursementLine(s) Total (no-entry).The dollar ~ * To key in a different fund code, key in the code over
amount is generated when accounting is added to thethe displayed data or press [Delete] twice and then press
record. [Enter]. The FUND CODE pop-up screen is displayed.
Press[¥ 1 or [4 ] to locate the applicable fund code.
Remarks (optional, alphanumeric; max. of Point and shoot the selected code to the field. The cursor
30 positions per lineXey in information that describes  moves to the next field.
the disbursement.
Unit Code(requiredfor the Forest Service and Ru-
Note: If the entire document needs to be completed, theral Development only, alphanumeric; 2 positior§ja
cursor moves to the T/C field under the Collections sec- ForestService fund code was keyed in the previous field,
tion. Complete the referenced fields according to the key in the applicable unit code. If a Rural Development
instructions listed undeZollections. fund code was keyed in the previous field, key in the ap-

. . ' . licable state code.
After entering all required fields, the mess&ggburse- P

mentsAccounting Lines must be entered. Press anyskey Collection Line(s) Total (no-entry) The dollar

displayed. Press any key to clear the message from theymount is generated when accounting is added to the
screen. The messaged This Record To The File?...0k record.

Cancelis displayed withOk highlighted.
Bill Number (no-entry) The bill number is system

* To add, press [Enter]. generated.
* To cancel, move to Cancel and press [Enter]. Remarks (optional, alphanumeric; max. of

) _ 30 positions per lineXey in information that describes
O If you add the disbursement record to the file, the mes- o collection.

sageDocument Contains Errorgs displayed on the

AD-742 Transfers and Adjustments For Data Entry If Collections Only was selected, the mess@gdec-

screen. Move to théccounting function and press tions Accounting Lines must be entered. Press anigkey

[Enter]. (SeeAdding Accounting To A Disbursements displayed. Press any key to continue. If the entire docu-

Record for instructions.) mentwas selected, the messdgjsbursements Account-
ing Lines must be entered. Press any ikegisplayed.

O If there are no errors, the disbursement record is addedPressany key to continue. The messagid this ecord to
If there are errors that have not been previously corrected e file?.. Ok Cancet displayed wittOk highlighted.
an error message(s) is displayed on the screen. Move to

Edit and press [Enter]. (S€&gliting An AD-742 for more * To add, press [Enter].
information on making changes and/or corrections.)

* To cancel, move to Cancel and press [Enter].
e To add another AD-742, follow the instructions for

Adding An AD—742. O If you add the collection record to the file, the message
Document Contains Erroiis displayed on the AD—-742

* To add accounting, edit, browse, delete, find, print, Transfers and Adjustments For Data Entry screen. Move

or pack an AD-742, follow the instructions for to the Accounting function and press [Enter]. (See

Adding Accounting, Editing, Browsing Or Deleting, Print- Adding Accounting To A Collections Recordfor instruc-

ing, or Packing An AD-742 tions.)
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O If there are no errors, the collection record is added. If Accounting (required, alphanumeric; max. of 35
there are errors that have not been previously correctedpositions).Key in the accounting code that was pre-
an error message(s) is displayed on the screen. Move twiously entered in the accounting table by Level 2 or

Edit and press [Enter]. (S&gliting An AD-742 for more
information on making changes and/or corrections.)

¢ To add another AD-742, follow the instructions for
Adding An AD-742.

Level 3 users. If invalid or no data is entered, press
[Enter] to display the ACTG CLASS pop-up screen.
Press[¥ 1 or [4 ] to locate the applicable code. Point
and shoot the applicable accounting code to the field.

Object Class (required, alphanumeric; 4 posi-
tions).Key in the budget object classification code that

* To add accounting, edit, browse, delete, find, print, or was previously entered in the accounting table by Level 2

pack,follow the instructions foAdding Accounting, Edit-
ing, Browsing Or Deleting, Printing, or Packing an
AD-742.

Adding Accounting Data To An AD-742At the
AD-742 Transfers And Adjustments For Data Entry
screen, move to théccounting function and press
[Enter]. The Accounting function submenu containing
Disbursements and Collections is displayedte: The
Disbursements option is highlighted

Adding Accounting To A Disbursements Recorét the
Accounting function, press [Enter]. If Entire Document

was selected, press [Enter] at Disbursements. The

AD-742 Disbursement Lines Accounting Information
screerwith a function menu bar listed at the bottom of the
screen is displayed. Press [Alt + A] or [Insert] to display
the AD-742 Disbursement Accounting Lines screen
(Figure 21). Complete the fields as follows:

Related Voucher(no-entry).This field is system
generated.

AD-?42 Disburzement Lines

Fund
Code

ficcount ing
Numnber

0Ob j
Class

or Level 3 users. If invalid or no data is entered, press
[Enter] to display the OBJ CLASS pop-up screen. Press
[¥1or [4] tolocate the applicable object class code.
Point and shoot the applicable code to the field.

Fund Code (conditional, alphanumeric; 2 posi-
tions). If 88 was keyed in the fund code field on the
AD-742 Transfers And Adjustments For Data Entry
screenkey in the fund code that relates to the accounting
code.

Unit Code (required for the Forest Service and
Rural Development only, alphanumeric; 2 positiorisa
ForestService fund code was keyed in the previous field,
key in the applicable unit code. If a Rural Development
fund code was keyed in the previous field, key in the ap-
plicable state code.

[67] Hours (conditional, numeric; max. of 5 positions).

If the object class involves employee salary compensa-
tion transactions, key in the number of hours. This type of
transaction is explained in detail in the Miscellaneous
Payments procedure (Title I, Chapter 6, Section 5).

fAccounting Information

Unit

Code Hours Amnount

AD—742 Disburszement Accounting Lines

Accounting:

0b ject
Class:

Fund nit
Code: Code:

=]

CTRI—L — =aue

Related Uoucher:[ij

|
[zi]Hnurs:EEj Amount : li'

Blank
or CR

0O el

8.88

ESCAPE — exit

Figure 21. AD-742 Disbursement Accounting Lines Screen

38



Systems Access Manual Title VI
Procurement And Other Payments Chapter 7
Personal Computer Miscellaneous Payments System Section 12

Amount (required, numeric; max. of 11 positions). AD-742 Collection Accounting Lines screen
Key in the dollar amount to be charged to the accounting (Figure 22). Complete the fields as follows:
data and press [Enter].

Related Voucher(no-entry).This field is system
Blank or CR (conditional, checkbox)If the generated.
amount is &redit, press the [Space Bar] to mark the box,

then press [Enter]. If the amount is not a credit, Press[3] Accounting (required, alphanumeric; max. of

[Enter] to skip. 35 positions)Key in the accounting code that was pre-

) ) L viously entered in the accounting table by Level 2 or
The messagldd this ecord tothe file? Ok Cances dis- Level 3 users. If invalid or no data is entered, press
played withOk highlighted. [Enter] to display the ACTG CLASS pop-up screen.

Press[¥ 1 or [4 ] to locate the applicable code. Point

EEJtZr?dd the disbursements only accounting data, PréSSind shoot the applicable accounting code to the field.

Local Option (for ARS use only, optional, alpha-
numeric; 4 positions)if the agency is ARS, key in the
local option code or press [Enter] to skip.

* To cancel, move to Cancel and press [Enter].

* To add additional accounting lines to the record, repeat
this processaNote: Do not exceed 99 lines of accounting

for each voucher. Trans Code(required, numeric; 1 positiopPress

[#] to display the TRANS CODE pop-up screen. Press
« To edit accounting lines on the record, press [Alt + E] ¥ 1or [4 ] to locate the applicable code. For example,
or press [Return/Enter]. 0 (if the transfer covers revenue), 1 (if the transfer covers

a refund), or 2 (if the transfer covers a reimbursement for
+ To delete accounting lines from the record, press Services performed or supplies furnishédgte: If the
[Delete]. transaction code is O, the object class code must begin

with 01. If the transaction code is 2, the object class code
for Data Entry screen, press [Esc] the Trans Code field.

Object Class (required, alphanumeric; 4 posi-
Adding Accounting To A Collections Recordit the tions).Key in the budget object classification code that
Accounting function, press [Enter]. If the Entire Docu- was previously entered in the accounting table by Level 2
ment was selected, press [Enter] at Collections. Theor Level 3 users. If invalid or no data is entered, press
AD-742 Collection Lines Accounting Information [Enter] to display the OBJ CLASS pop-up screen. Press
screen with a function menu bar listed at the bottom is [¥ 1 or [4 ] to locate the applicable object class code.
displayed. Press [Alt + A] or [Insert] to display the Point and shoot the applicable code to the field.

AD-742 Collection Lines Accounting Information

Trans Account ing Obj Fund Unit
Code Nunber Class Code Code Amount

AD-742 Collection Accounting Lines

Related Voucher:
Accounting: [N Local Option:

Trans 0b ject Fund Unit Blank D
Code: Class: Code: Code: Amount : or CR. @

] sl 1 o

CTRL-W — save ESCAPE — exit
Figure 22. AD-742 Collection Accounting Lines Screen
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[(6]] Fund Code (conditional, alphanumeric; 2 posi- payment record displayed, press [Enter]. Key in the cor-
tions). If 88 was keyed in the fund code field on the rect data and press [Ctrl + W]. The messdégée the
AD-742 Transfers And Adjustments For Data Entry changes to disk?...Ok Canegldisplayed wittOk high-
screenkey in the fund code that relates to the accounting lighted.

code. .
¢ To complete the edit, press [Enter].

Unit Code (required for the Forest Service and

Rural Development only, alphanumeric; 2 positiorii * To cancel, move to Cancel and press [Enter].
ForestService fund code was keyed in the previous field,

key in the applicable unit code. If a Rural Development Browsing Or Deleting An AD-742At the AD-742
fund code was keyed in the previous field, key in the ap- TransfersAnd Adjustments For Data Entry screen, move
plicable state code. to Browse and press [Enter]. The AD-742 table screen is
displayed. Pres§v 1, [4 ], [#], and[4] to view the

Amount (required, numeric; max. of 11 positions).  antire table screen.

Key in the dollar amount to be charged to the accounting
data. * To view a record, move to the selected record and press

Enter]. The AD-742 record is displayed.

[9] Blank or CR (conditional, checkbox)lf the [ ] Pay
amount is &redit, press the [Space Bar] to mark the box, « To delete a record, press [Delete]. The mesBadete
then press [Enter]. If the amount is not a credit, pressthis record? OlCancelis displayed witfOk highlighted.
[Enter] to skip. To mark the selected record for deletion, press [Enter].

. ) 0 Deleteds displayed at the bottom of the screen. To physi-
The messag@dd this ecord tothe file? Ok Cancés dis- s
played withOk highlighted. ZEE\)IIE/YLeZmove records marked for deletion, Baeking An

EEr;rtZr?dd the collections only accounting data, press . To reactivate a deleted record, press [Delete] a second

: time toremoveDeletedfrom the screerNote: A deleted

* To cancel, move to Cancel and press [Enter]. _recct)_rlq c(ejm be reactivated only before the Pack function
is utilized.

* To add additional accounting lines to the record, repeat .

this processNote: Do not exceed 99 lines of accounting * 10 cancel the delete function, move to Cancel and

for each voucher. press [Enter].

* To edit accounting lines on the record, press printing An AD-742 At the AD-742 Transfers and
[Alt + E] or press [Return/Enter]. Adjustmentd-or Data Entrgcreen, move to Print. Press

* To delete accounting lines from the record, press [Enter] to display the Reports on File screfigyre 10).

[Delete]. Press[¥ 1 or [4 ] to locate the report you want to print.
Press [Enter] to move the cursor to the Go!, Calses,

e To return to the AD—742 Transfers and Adjust- tings, and Query submenu. Move to Settings and press

ments screen, press [Esc]. [Enter] todisplay the Report Manager scre€iygre 11).

) ) ) * To set up the destination of the output, at the Report
Adding Accounting Data To An Entire Documenat Manager screen, move to Screen, File, or Printer. Press
the AD-742 Transfers And Adjustments For Data Entry {he [Space Bar] to highlight the Screen, File, or Printer

screen, move to théccounting function and press — pt6n Note: Send Output To will default to Printer if no
[Enter]. The Accounting submenu containing the Dis- sejection is made. Press [Enter] to move to the No. of
bursements and Collections options is displayed. Com-cqpjes field. Key in the number of copies to print. Press
plete the referenced fields according to the instructions [Enter] to move to Start On Page. Key in the print start
for Adding Accounting To A Disbursements Recordand page. Press [Enter] to move to Print To Page. Key in the
Adding Accounting To A Collections Record end print page. Press [Enter] to move to the Report Range

Editing An AD-742. At the AD—742 Transfers And  roUS field with Entire File highlighted.

Adjustments For Data Entry screen, pré®s] to move * To print the entire file, press [Enter]. To move to Over-
to the Edit function. To change data on the displayed ride or As Saved, preds® ], then press the [Space Bar]
record, press [Enter]. To locate a different record, move to highlight the selected button. Press [Enter] to move to
to the Browse function (discussed below). Prle%d to the Start At field. Key in the start at data. Press [Enter] to
return tothe Edit function. At the AD—742 Transfers And move to Stop At. Key in the stop at data. Press [Enter] to
Adjustments For Data Entry screen, with the selected move to the Query Spec Status field. Select Entire File,
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Override, or AsSaved. PresE®] to move to your selec- ¢ Press [Esc] to return to the AD-742 Transfers and
tion, then press the [Space Bar]. Press [Enter] to key inAdjustments For Data Entry screen.
data in the Select field when Override is selected. Press

[Enter] to display the Report Name screen. Packing An AD-742 At the AD-742 Transfers And

O At Report Name, move the cursor to Go! and press Adjustments For Data Entry screen, move to Pack. Press

[Enter]. The data is sent to the selected destination adEnter] to display the messagermanentiyemove all
recorded on the Report Manager screen previously dis-récords marked for deletion?... @ancelwith Okhigh-

cussed. lighted.

 To cancel the print process, move to Cancel. Press® To delete all records marked for deletion, press
[Enter] to return to the Report Name screen. [Enter].

Note: The Query option is not available at this time. * To cancel, move to Cancel and press [Enter].
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Utilities Packing All Files. At the Utilities pull-down menu,

move to Pack All Files. Press [Enter] to display the mes-

At the option menu baF{gure 6), move the cursor to Uti- ~ sagePermanently remove all records marked for dele-
lities and press [Enter]. A pull-down menFigure 23) tion? Ok Cancelith Ok highlighted.
containing the following six options is displayed.

* To delete all files marked for deletion, press [Enter].
Reindex Files.Used to fix damaged index files without The process is complete when the mesgdbeecords
resorting to restoration from backup (which usually Marked for deletion have been removed Oisaglis-
causes loss of some dathpte: Damaged index files ~ Played. Press [Enter] to complete the process and return
appear in subtle ways, usually by finding incorrect to the Utilities pull-down menu.
matches. For example; data on entry screens is mis-, T | th K to C | and
matched. This function completely rebuilds all data file 0 cancel the pack process, move fo Lancel an
and table indexes. press [Enter].

PackAll Files. Used to permanently remove all AD-757 Backing Up Files. At the Utilities pull-down menu,

and AD-742 records previously marked for physical Move to Backup Files. Press [Enter] to display the PC—
deletion. MISC Backup Procedure screen.

To initiate the backup process, insert a disk into the disk
drive of your PC and press [Ctrl + W]. Follow the on-
screen instructions. When the backup process is com-
pleted, the messa@ackup is complete Press any key to
return toPC-MISC Ultilitieds displayed at the bottom of
the screen. Press any key to return to the Utilities pull-
down menu.

Backup Files.Used to create a duplicate of data on the
software in the event the original files are lost or dam-
aged.

Restore Files.Used to recover data in files that were
damaged through intentional or unintentional abend.
Note: Data entered since the last backup is permanently

lost
Restoring Files At the Utilities pull-down menu, move

to Restore Files. Press [Enter] to display the PC—MISC

View Text File. Used to view any transmit text file.
Restore Procedure screen.

File ServicesUsed to add, browse, find, print, and pack

previously obligated documents To initiate the restore process, insert the disk containing

the data to be restored into the disk drive of your PC and
press [Ctrl + W]. Follow the on-screen instructions.
Reindexing Files. At the Utilities pull-down menu, When the restore process is complete, the message
move to Reindex Files. Press [Enter] to automatically Restore is complete &s any key to return to PC-MISC
reindex all files. When the indexes are rebuilt, the Utili- Utilities is displayed at the bottom of the screen. Press

ties pull-down menu is displayed. any key to return to the Utilities pull-down menu.
Forms Duit

Reindex Files
igack all Files
lHackup Files
ReBtore Files
iew Text File
IJile Services K

AD_74Z Rec Mo 1-3 -Uieu: Entire file 2937k free

Figure 23. Utilities Pull-Down Menu
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Viewing Text Files At the Utilities pull-down menu, lastposition of the reference voucher number is automat-

move to \few Text File. Press [Enter] to display the mes- ically displayed.

sageFile To View..Key in the drive, directory, and the

name of the file in the File to View box. Press [Enter] to Payee Data (Vendor File, Manual Entry),

display the text file. (required, button)Move to either Vendor File or Manual
o ) ) Entry and press the [Space Bar] to highlight the corre-

If the file is not available, the messageXXXX notinthe  sponding button. Press [Enter] to move to the next field.

current path Okayis displayed withOk highlighted.

Press [Enter] to return to the Utilities pull-down menu. Vendor Number (required, alphanumeric; 4 posi-

tions) Key in the vendor number.
Using File ServicesAt the Utilities pull-down menu,

move to File Services. Press [Enter] to display Add Ref- If you do not know the vendor number, press [Enter] to
erence 24Es. Press [Enter] to display the Obligation Ref-displaythe VENDORS pop-up screen. This screen is also
erence File screen with a function menu bar listed at thedisplayed when an invalid vendor number is entered.
top of the screen. PressI¥ | or [4 ] to locate the applicable vendor num-
ber. Point and shoot the selected number to the field. The

Move the cursor to the applicable function and press CUrsor moves to the next field.

[Enter], orkey in the first letter of the option name; eRy.,
(Browse) Payee Name(no-entry). This field is generated
Below is a brief description of each function: from the vendor number.

Add. Used to add a new record. Address 1(no-entry).This field is generated from
) the vendor number.
Browse.Used to view or delete records.

[(6]] Address 2(no-entry).This field is generated from

Print. Used to print records. the vendor number.

Pack. Used to permanently remove records marked for ) o )
deletion. City (no-entry).This field is generated from the

vendor number.
The following are instructions for using these functions:

State (no-entry).This field is generated from the
Adding An Obligation Reference File For Agencies vendor number.
Other Than The Agricultural Research ServicAt the
ObligationReference File scregRigure 24), move tothe ~ [9] ZIP (no-entry).This field is generated from the
Add function and press [Enter]. Complete the following vendor number.

fields: . . .
Starting Voucher Amount (required, numeric;

Reference Voucher(required, numeric; 4 posi- max. of 13 positions)Key in the starting voucher
tions) Key in the reference voucher numidgreN in the amount.
fidd Brouwse Print Pack

Add a record to the file.
Obligation Reference File

Reference Voucher: [

Payee Data: Q WVendor File
O Manual Entrgm

Uendor Number :E

Payee Name:
Address 1 :
Address 2 :
City :
State :

Starting Current Current
Uoucher Paid Unliquidated

Anount : . Amount : A.8a fAmount :

Figure 24. Obligation Reference File Screen
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The messag@dd this ecord tothe file? Ok Cancés dis-
played withOk highlighted.

* To add the record, press [Enter].
* To cancel, move to Cancel and press [Enter].

Current Paid Amount (no-entry). This field is
system generated.

Current Unliquidated Amount (no-entry). This
field is system generated.

Adding AnObligation Reference File For The Agricul-
tural Research Servicét the Obligation Reference File
screen Figure 25), move to the Add function and press
[Enter]. Complete the following fields:

Agreement Number (required, alphanumeric;
max. of 15 position®ey in the agreement number.

Systems Access Manual
Procurement and Other Payments
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ZIP (no-entry).The ZIP code is generated from the
agreement number.

Agreement Amount (required, numeric; max. of
13 positions)Key in the dollar value of the agreement.

The messagadd this ecord tathe file? Ok Cances dis-
played withOk highlighted.

¢ To add the record, press [Enter].
¢ To cancel, move to Cancel and press [Enter].

[ Current Paid Amount (no-entry). The current
paid amount is system generated.

Current Unliquidated Amount (no-entry) The
current unliquidated amount is system generated.

Browsing OrDeleting RecordsAt the Obligation Refer-

If you do not know the agreement number, press [Enter]ence File screen, move to Browse and press [Enter]. If the

to display the AGREEMENTS pop-up screen. This
screen iglso displayed when an invalid agreement num-
ber is entered. Pred® 1 or [4 ] to locate the applica-
ble agreement number. Point and shoot the selpatad
ber to the field.

PayeeName (no-entry).The payee number is gen-
erated from the agreement number.

Address 1 (no-entry). The address is generated
from the agreement number.

Address 2 (no-entry). The address is generated
from the agreement number.

City (no-entry). The city is generated from the
agreement number.

[(6] state (no-entry).The state is generated from the
agreement number.

Add Browse Print Pack
Add a record to the file.

agency is the Agricultural Research Service (ARS), the
ARSOBGREF table screen is displayed. If the agency is
not ARS, the OBLIGREF table screen is displayed. Press
[w1,[4]1, [®], and [€] to view the entire table
screen.

* To view a record, move to the selected record and press
[Enter]. The obligation reference record is displayed.

* To delete a record, press [Delete]. The mesBeete
this record? OlCancelis displayed witfOk highlighted.

To mark the selected record for deletion, press [Enter].
Deleteds displayed at the bottom of the screen. To physi-
cally remove records marked for deletion, Baeking
Records

* To reactivate a deleted record, press [Delete] a second
time toremoveDeletedfrom the screemote: A deleted
record can be reactivated only before the Pack function
is utilized.

Obligation Reference File

Agreenent Nunber: [N

Payee Name: [ 2 |

Address 1 :

Address 2
City :
State : (6 |

Zip:m -

Current
Paid

Anount : @

Agreenent
Amount :

8.

[2]5)

Current
Unliquidated

Amount : @

a.88

Figure 25. Obligation Reference File Screen (for ARS only)
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e To cancel the delete function, move to Cancel and move to the Query Spec Status field. Select either Entire

press [Enter]. File, Override, or As Saved. Prels®] to move to your
selectionthen press the [Space Bar]. Press [Enter] to key

Printing Records At the Obligation Reference File in data in the Select field when Override is selected. Press

screenmove to Print. Press [Enter] to display the Reports [Enter] to display the Report Name screen.

on File screenr{gure 10). Press[ ¥ | or [4 ] to locate

the report you want to print. Press [Enter] to move the & At Report Namg, move the cursor @! and press

cursor to the Go!, Cancel, Settings, and Query menu_[Enter]. The data is sent to the selected desynanon as

Move to Settings and press [Enter] to display the Report recorded on the Report Manager screen previously dis-

Manager screerfFigure 11). cussed.

« To set up the destination of the output at the Report®_T0 cancel the print process, movedance. Press
Manager screen, move to Screen, File, or Printer. PresdENter] to return to the Report Name screen.

the [Space Bar] to highlight the Screen, File, or Printer Note: The Query option is not available at this time.
button.Note: Send Output To will default to Printer if no

selection is made. Press [Enter] to move to the No. ofe Press [Esc] to return to the Obligation Reference
Copies field. Key in the number of copies to print. Press File screen.

[Enter] to move to Start On Page. Key in the print start

page. Press [Enter] to move to Print To Page. Key in thep,cying Records At the Obligation Reference File
end print page. Press [Enter] to move to the Report Rang&creen, move to Pack. Press [Enter] to display the mes-
Status field with Entire File highlighted. sagePermanentlyremove all records marked for dele-

¢ To print the entire file, press [Enter]. To move to Over- tion?... Ok Cancelith Ok highlighted.

ride or As Saved, preds® ], then press the [Space Bar] « To delete all records marked for deletion, press
to highlight the selected button. Press [Enter] to move to [Enter].

the Start At field. Key in the start at data. Press [Enter] to

move to Stop At. Key in the stop at data. Press [Enter] to® To cancel, move t€anceland press [Enter].
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Access Level 2

Access Level 2 allows the user to perform general system maintenance, select and
maintain tables, and create transmit file(s) of AD—757 and AD-742 records.

Note: AD-757 and AD-742 data entry is not allowed in Access Level 2.
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PC-MISC Main Menu (Access Level 2) MISC option menu bar for ARS Access Level 2 and Ac-

cess Level 3 users only.

Utilities. Used to reindex files, pack all files,
backup files, restore files, view text files, and utilize file
services (Add Reference 24E'®)ote: Instructions for
using this option are located in Access Level 1

After you access PC-MISC, the option menu bar
(Figure 26 for the Agricultural Research Service (ARS),
or Figure 27for agencies other than AREB displayed
listing the following options:

Tables. Used to maintain validation and address

Review. (applicable to the Agricultural Research t@bles.

Servicg(ARS) only Used by ARS personnel with Access Xmit. Used to create transmit file(s) of AD-757
Level 2 and Access Level 3 authority to review AD-757 5,4 AD—742 records.

and AD-742 documents entered by ARS Access Level 1

usersNote: The Review option is displayed on the PC— Quit. Used to exit the system.

| Tl 1 Btilities[2 fabled 3 [Gnifa | Muit[5] KF1> Help) |

DICT Rec No 12-36 View: Enti;e file 2937k free
Figure 26. PC-MISC Main Menu Bar for ARS (Access Level 2)

| DTS Gb1cd3 it 4 i8]

DICT Rec Mo 12/36 i : Entire file 2937k free
Figure 27. PC-MISC Main Menu Bar for non-ARS agencies  (Access Level 2)
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Review (applicable to the Agricultural Obligations Only. Used to review obligation data.

Research Service (ARS) onl
( ) y) Payments.Used to review payment data.

This option allows ARS personnel with Access Level 2
or Access Level 3 authority to review AD-757 and
AD-742 documents entered by ARS Access Level 1 us-
ers. To select the Review option, move to Review. Press
[Enter] to display the Review pull-down menu
(Figure 29 listing the AD-757 and AD-742 options.

Non-ExpendTfrs & Adjustments. Used to review non-
expenditure transfer and adjustment information.

Recording Foreign TransactionsUsed to review for-
eign payment information.

The following pages provide instructions for using each
AD-757 (Access Level 2) option:

This is the first option on the Review pull-down menu
(Figure 28). It is used by ARS personnel with Access Obligations Only (Access Level 2)

Level 2 or Level 3 authority to browse and/or print i L !
AD-757 records. This option is listed first on the AD-757 submenu. Move

to Obligations Only and press [Enter]. The Obligations
At the AD-757 option, press [Enter]. A submenu with the Only Data Entry screeri{gure 29) with afunction menu

following options is displayed: bar listed at the top of the screen is displayed.
Lm Ttilities [ables it Tuit |

FNE?42

DICT Rec No 12-36 View: Entire file 2937k free
Figure 28. Review Pull-Down Menu

Browse Print dAccounting
Browse through the file

Voucher Number:
fAgreement Mumber: PAC Code:
Payee Name:
Voucher
Amendment Mumnber: Amount :

Doc Type:
Fund Code:

Instrument Type: Check Ident. Information

Agreemnent From Date:
Agreement To Date:

COR-ADODR Number:
COR-ADODR Name:

Figure 29. Obligations Only Data Entry Screen
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Move tothe applicable function and press [Enter], or key [Enter] to move to Start On Page. Key in the print start

the first letter of the selected function; eBj(Browse) page. Press [Enter] to move to Print To Page. Key in the
end print page. Press [Enter] to move to the Report Range

Below is a brief description of each function: Status field with Entire File highlighted.

Browse.Used to view records. * To print the entire file, press [Enter]. To move to Over-
ride or As Saved, preds1, then press the [Space Bar]

Print. Used to print records. to highlight the selected button. Press [Enter] to move to

the Start At field. Key in the Start At data. Press [Enter]
Accounting.Used to view accounting data, object classi- to move to Stop At. Key in the Stop At data. Press [Enter]
fication, and amount for a selected record. to move to the Query Spec Status field. Select Entire File,
Override, or AsSaved. Presk® ] to move to your selec-
The following are instructions for using these functions: tion, then press the [Space Bar]. Press [Enter] to key in
data in the Select field when Override is selected. Press
Browsing Obligations.At the Obligations Only Data  [Enter] to display the Report Name screen.
Entry screen Eigure 29), move to Browse and press [En-

ter]. The OBLIGATION table screen is displayed. Press At Report Name, move the cursor to Go! and press [En-
[A] [¥] [®] and[€*] to view the entire table t€fl- The data is sent to the selected destination as re-

corded on the Report Manager screen previously dis-
cussed.

e To view a recgrd,_move to thg sglected record and pres§ g cancel the print process, move to Cancel. Press [En-
[Enter]. The obligation record is displayed. ter] to return to the Report Name screen.

screen.

Printing Obligations At the Obligations Only Data  Note: The Query option is not available at this time.
Entry screen, move to Print. Press [Enter] to display the

Reports orFile screenfigure 10). Pressl ¥ 1 or [4] to * To return to the Obligations Only Data Entry screen,
locate the report you want to print. Press [Enter] to move press [Esc] .

the cursor to the Go!, Cancel, Settings, and Query sub-

menu. Move to Settings and press [Enter] to display the Viewing Accounting For ObligationsAt the Account-
Report Manager screefidure 11). ing function, press [Enter]. The Obligations Accounting

o Information screenRjgure 30) is displayed.
* To set up the destination of the output, at the Report

Manager screen, move to Screen, File, or Printer. Presgo return to the Obligations Only Data Entry screen,
the [Space Bar] to highlight the Screen, File, or Printer press [Esc]. If the document contains no errorsptes-
button.Note: Send Output To will default to Printer if no  sageNo Errors Found. Press any keydisplayed. Press
selection is made. Press [Enter] to move to the No. ofany key to continue. If the document contains errors, the
Copies field. Key in the number of copies to print. Press messag®ocument Contains Erroiis displayed.

Obligations Accounting Information

ficcount ing 0b ject Fund Line
Class Class Code Amount

Figure 30. Obligations Accounting Information Screen
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Payments (Access Level 2)

This option is listed second on the AD-757 submenu.
Move toPayments and press [Enter]. The Payments Dat

Entry screerFigure 31) with a function menu bar listed
at the top of the screen is displayed.

Move tothe applicable function and press [Enter], or key
the first letter of the selected function; eBy(Browse)

Below is a brief description of each function:
Browse.Used to view records.
Print. Used to print records.

Accounting.Used to view accounting data, object classi-
fication, and amount for a selected record.

The following are instructions for using these functions:
BrowsingPaymentsAt the Payments Data Entry screen
(Figure 31), move to Browse and press [Enter]. The PAY-
MENTS table screen is displayed. Prd#], [¥],
[#], and[4] to view the entire table screen.

Systems Access Manual
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the [Space Bar] to highlight the Screen, File, or Printer
button.Note: Send Output To will default to Printer if no
selection is made. Press [Enter] to move to the No. of

aCopies field. Key in the number of copies to print. Press

[Enter] to move to Start On Page. Key in the print start
page. Press [Enter] to move to Print To Page. Key in the
end print page. Press [Enter] to move to the Report Range
Status field with Entire File highlighted.

¢ To print the entire file, press [Enter]. To move to Over-
ride or As Saved, preds® 1, then press the [Space Bar]
to highlight the selected button. Press [Enter] to move to
the Start At field. Key in the Start At data. Press [Enter]
to move to Stop At. Key in the Stop At data. Press [Enter]
to move to the Query Spec Status field. Select Entire File,
Override, or AsSaved. Presk®] to move to your selec-
tion, then press the [Space Bar]. Press [Enter] to key in
data in the Select field when Override is selected. Press
[Enter] to display the Report Name screen.

At Report Name, move the cursor to Go! and press [En-
ter]. The data is sent to the selected destination as re-
corded on the Report Manager screen previously dis-

« To view a record, move to the selected record and pres§ussed.

[Enter]. The payment record is displayed.

Printing PaymentsAt the Payments Data Entry screen,
move toPrint. Press [Enter] to display the Reports on File
screenFigure 10). Press ¥ 1 or [#] to locate the report

you want to print. Press [Enter] to move the cursor to the

Go!, Cancel, Settings, and Query subménaove to Set-

tings and press [Enter] to display the Report Manager

screen Eigure 11).

¢ To cancel the print process, move to Cancel. Press [En-
ter] to return to the Report Name screen.

Note: The Query option is not available at this time.

* To return to the Payments Data Entry screen, press
[Esc].

Viewing Accounting For Paymentsit the Accounting

* To set up the destination of the output, at the Reportfunction, press [Enter]. The Payments Accounting Infor-
Manager screen, move to Screen, File, or Printer. Presgnation screenHigure 32) is displayed.

Browse Print Accounting

Payments Data Entry

Agreement Number:

Namne :
Type:
Code:
Code :

Payee
Documnent
Fund
Unit
1899 Code:
Final:
COR/ADODR Number:
COR-ADODR Name :

Commodity Code:
Invoice Received:
Goods Received:

Figure 31. Payments Data Entry Screen
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PAC Code:
Voucher
Amount :

Discount Terms:
a.88 8 Days
A.88 A Days
a.88 8 Days

Check Ident. Information
1.

Z.
3.
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Payments Accounting Information

ficcount ing Ob ject
Class Class Hours Amount

Figure 32. Payments Accounting Information Screen

* To return to the Payments Data Entry screen, pressBrowse.Used to view records.

[Esc]. Ifthe document contains no errors, the meshsiage

Errors Found. Press any kéydisplayed. Press any key Print. Used to print records.

to continue. If the document contains errors, the message

Document Contains Erroris displayed. Accounting.Used to view accounting data, object classi-
fication, and amount for selected a record.

Non-Expend Tfrs & Adjustments (Access

Level 2) The following are instructions for using these functions:

This option is listed third on the AD-757 submenu. Move ) . .
to Non-Expend Tfrs & Adjustments and press [Enter]. Browsing Non-Expenditure Transfers And Adjust-
The Non-Expenditure Transfers Data Entry screen ments. At the Non-Expenditure Transfers Data Entry

(Figure 33 with a function menu bar listed at the top of Screen Kigure 33, move to Browse and press [Enter].
the screen is displayed. The NONEXPND table screen is displayed. Prie#s

[w], [®], and[4] to view the entire table screen.
Move tothe applicable function and press [Enter], or key

the first letter of the selected function; eBj(Browse) * To view a record, move to the selected record and press
[Enter]. The non-expenditure transfers and adjustments
Below is a brief description of each function: record is displayed.

Browse Print Accounting

Voucher No:

Payment-Action Code: Transfer From Amt:
Fund Code: Transfer To Amt:
Unit Code:
Docunent Type: Payee Num:

Payee NHame!:

Ad justment Remarks:

NOMEXPND Rec No 1-1 View: Entire file 2937k free
Figure 33. Non-Expenditure Transfers Data Entry Screen
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Printing Non-Expenditure Transfers And Adjust- corded on the Report Manager screen previously dis-
ments At the Non-Expenditure Transfers Data Entry cussed.

screenmove to Print. Press [Enter] to display the Reports

on File screenrigure 10). Pressl ¥ or [4] to locate * To cancel the print process, move to Cancel. Press [En-
the report you want to print. Press [Enter] to move the ter] to return to the Report Name screen.

cursor tathe Go!, Cancel, Settings, and Query submenu.

Move to Settings and press [Enter] to display the Report Note: The Query option is not available at this time

Manager screerFigure 11).
e To return to the Non-Expenditure Transfers Data

* To set up the destination of the output, at the ReportEntry screen, press [Esc] .

Manager screen, move to Screen, File, or Printer. Press

the [Space Bar] to highlight the Screen, File, or Printer Viewing Accounting For Non-Expenditure Transfers
button.Note: Send Output To will default to Printer if no  And Adjustments.At the Accounting function, press
selection is made. Press [Enter] to move to the No. of [Enter]. The Accounting function submenu containing
Copies field. Key in the number of copies to print. Press the Transfer From (CR) and Transfer To options is dis-
[Enter] to move to Start On Page. Key in the print start played.Note: The Transfer From (CR) option is high-
page. Press [Enter] to move to Print To Page. Key in thelighted.

end print page. Press [Enter] to move to the Report Range

Status field with Entire File highlighted.
¢ To select Transfer From (CR), press [Enter]. The Non-

Expenditure Transfers From Account Accounting Infor-

* To print the entire file, press [Enter]. To move to Over- mation screenfgure 34 is displayed.

ride or As Saved, preds® ], then press the [Space Bar]
to highlight the selected button. Press [Enter] to move to
the Start At field. Key in the Start At data. Press [Enter] * To select Transfer To, move to Transfer To and press
to move to Stop At. Key in the Stop At data. Press [Enter] [Enter]. The Non-Expenditure Transfers To Account Ac-
to move to the Query Spec Status field. Select Entire File, counting Information screerfigure 35) is displayed.
Override, or ASSaved. PresE®] to move to your selec-

tion, then press the [Space Bar]. Press [Enter] to key ine Tg return to the Non-Expenditure Transfers Data

data in the Select field when Override is selected. Pressepry screen, press [Esc). If the document contains no er-

[Enter] to display the Report Name screen. rors,the messagio Errors Found. Press any kisydis-
played. Press any key to continue. If the document con-

At Report Name, move the cursor to Go! and press [En-tains errors, the messaBecument Contains Erroris

ter]. The data is sent to the selected destination as redisplayed.

Non—Expenditure Transfers From Account Accounting Information

Account ing Local 0Ob ject Fund Unit
Option Class Amount Code Code Hours

Figure 34. Non-Expenditure Transfers From Account Accounting Information Screen
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Non—Expenditure Transfers To ficcount fAiccounting Information

Account ing Local Ob ject Fund Unit
Option Class=s Amount Code Code

Figure 35. Non-Expenditure Transfers To Account Accounting Information Screen
Recording Foreign Transactions (Access The following are instructions for using these functions:

Level 2)
. L Browsing Foreign TransactionsAt the Recording For-
This option is listed fourth on the AD-757 submenu. eign Transactions Data Entry screBiggre 36), move to

Move to Recording Foreign Transactions and press [En'Browseand press [Enter]. The FRGNPMTS table screen
ter]. The Recording Foreign Transactions Data Entry is displaved. Presk®] (w1 [#] and[€] to view
screen Eigure 36) with a function menu bar listed at the the erl?tirg table screen’ ' '

top of the screen is displayed.

Move tothe applicable function and press [Enter], or key * To view a record, move to the selected record and press

the first letter of the selected function; eB)(Browse) [Enter]. The foreign payment record is displayed.
Below is a brief description of each function: Printing Foreign Transactions At the Recording For-

_ eign TransactionBata Entry screen, move to Print. Press
Browse.Used to view records. [Enter] to display the Reports on File screigyre 10).

Pressl ¥ 1 or [4] to locate the report you want to print.
Press [Enter] to move the cursor to the Go!, Caisex,
Accounting.Used to view accounting data, object classi- tings, and Query submenu. Move to Settings and press
fication, and amount for a selected record. [Enter] todisplay the Report Manager screEiygre 11).

Print. Used to print records.

Browse Print Accounting
B th h the fil

Uoucher Number:
Fund Code:
PAC Code: Voucher Ant:
Document Type:
SF-1221 Month~Year:
Country Code: Embassy Code:

Payee Nane:
Reference Number:
Government Entity:

FRGNPMTS Rec No 2/5 View: Entire file 2937k free
Figure 36. Recording Foreign Transactions Data Entry Screen
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» To set up the destination of the output, at the ReportAt Report Name, move the cursor to Go! and press [En-
Manager screen, move to Screen, File, or Printer. Presder]. The data is sent to the selected destination as re-
the [Space Bar] to highlight the Screen, File, or Printer corded on the Report Manager screen previously dis-
button.Note: Send Output To will default to Printer if no ~ cussed.

selection is made. Press [Enter] to move to the No. of
Copies field. Key in the number of copies to print. Press
[Enter] to move to Start On Page. Key in the print start
page. Press [Enter] to move to Print To Page. Key in theNote: The Query option is not available at this time

end print page. Press [Enter] to move to the Report Range ) ) _
Status field with Entire File highlighted. ¢ To return to the Recording Foreign Transactions Data

Entry screen, press [Esc] .

* To cancel the print process, move to Cancel. Press [En-
ter] to return to the Report Name screen.

« To print the entire file, press [Enter]. To move to Over- Viewing Accounting For Foreign TransactionsAt the
ride or As Saved, preds® ], then press the [Space Bar] Accounting function, press [Enter]. The Recordiug-

to highlight the selected button. Press [Enter] to move to &'9N Payme-nts Accounting  Information  screen
the Start At field. Key in the Start At data. Press [Enter] (Figure 37)is displayed.

to move to Stop At. Key in the Stop At data. Press [Enter] « T return to the Recording Foreign Transactions Data
to move to the Query Spec Status field. Select Entire File, Entry screen, press [Esc]. If the document contains no er-
Override, or AsSaved. Presk®] to move to your selec-  rors,the messagio Errors Found. Press any kisydis-

tion, then press the [Space Bar]. Press [Enter] to key inplayed. Press any key to continue. If the document con-
data in the Select field when Override is selected. Presgains errors, the messaBecument Contains Erroris
[Enter] to display the Report Name screen. displayed.

Recording Foreign Pauments Accounting Information

oucher Account ing Local Ob ject
umber Class Option Class Hours Amount

Figure 37. Recording Foreign Payments Accounting Information Screen
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AD-742 (Access Level 2) Pressl ¥ 1 or [4] to locate the report you want to print.

Press [Enter] to move the cursor to the Go!, Case,
tings, and Query submenu. Move to Settings and press
[Enter] todisplay the Report Manager screEiygre 11).

This option is listed second on the Review pull-down
menu Figure 28). It is used by ARS personnel with Level
2 or Level 3 authority to browse and/or print AD—742 re-

cords. + To set up the destination of the output, at the Report
, Manager screen, move to Screen, File, or Printer. Press
At the AD-742 op'_uon, press [Enter]. The AD- 742 the [Space Bar] to highlight the Screen, File, or Printer
Transfers and Adjustments for Data Entry screen ;o0 Note: Send Output To will default to Printer if no
(Figure 38) with a function menu bar listed at the top of ggjection is made. Press [Enter] to move to the No. of

the screen is displayed. Copies field. Key in the number of copies to print. Press

Movethe cursor to the applicable function and press [En [Enter] to move to Start On Page. Key in the print start
. . " page. Press [Enter] to move to Print To Page. Key in the
ter], orenter the first letter of the selected function name; pag [ ] g y

' end print page. Press [Enter] to move to the Report Range
€.9.,B (Browse) Status field with Entire File highlighted.

Below is a brief description of each function: * To print the entire file, press [Enter]. To move to Over-
ride or As Saved, preds®1, then press the [Space Bar]
to highlight the selected button. Press [Enter] to move to
the Start At field. Key in the Start At data. Press [Enter]
to move to Stop At. Key in the Stop At data. Press [Enter]
to move to the Query Spec Status field. Select Entire File,
Override, or AsSaved. Presk® 1 to move to your selec-
tion, then press the [Space Bar]. Press [Enter] to key in
The following are instructions for using these functions: data in the Select field when Override is selected. Press
[Enter] to display the Report Name screen.

Browse.Used to view records.
Print. Used to print records.

Accounting.Used to view accounting data, object classi-
fication, and amount for a selected record.

Browsing An AD-742 At the AD-742 Transfers and
Adjustments for Data Entry screefigure 38), move to
Browse and press [Enter]. The AD—742 table screen is
displayedPress[ 4], [¥], [#], and[4] to view the
entire table screen.

At Report Name, move the cursor to Go! and press [En-
ter]. The data is sent to the selected destination as re-
corded on the Report Manager screen previously dis-
cussed.

* To cancel the print process, move to Cancel. Press [En-
* To view a record, move to the selected record and presser] to return to the Report Name screen.
[Enter]. The AD-742 record is displayed.

Printing An AD-742 At the AD-742 Transfers and Ad-
justments for Data Entry screen, move to Print. Presse To return to the AD—742 Transfers and Adjustments
[Enter] to display the Reports on File scregigyre 10). for Data Entry screen, press [Esc] .

Note: The Query option is not available at this time.

Browse Print Accounting
B through the file.
AD-742 Transfers and Ad justments for Data Entry

AD-742Z TYPE: O Disbursements Only
QO Collections Only
O Entire Document

Voucher:
DISBURSEMENTS (Other Agency Voucher if
T-C: Entire Document)
Fund Code:
Init Code: Renarks
Disbursement
Line(s) Total:

COLLECTIONS Bill Mumber:
T-C:
Fund Code:
Init Code:
Collection
Line(s) Total:

Figure 38. AD-742 Transfers and Adjustments for Data Entry Screen
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Viewing Accounting For An AD-742At the Account- Collections and press [Enter]. The AD—742 Collection
ing function, press [Enter]. The Accounting sub-menu Lines Accounting Information screeRidure 40) is dis-
containing Disbursements and Collections is displayed. played.

Note: The Disbursements option is highlighted. _
* To return to the AD-742 Transfers and Adjustments

* To view a disbursement accounting record, press [En-for Data Entry screen, press [Esc]. If the document con-

ter]. The AD-742 Disbursement Lines Accounting In- tains no errors, the message Errors Found. Press any

formation screenrgure 39) is displayed. keyis displayed. Press any key to continue. If the docu-
ment contains errors, the mess&prument Contains

* To view a collection accounting record, move to Errorsis displayed.

AD-74Z2 Disburszement Lines Accounting Information

oucher Account ing Obj Fund Unit
umber Nunber Class Code Code Hours Amount

Figure 39. AD-742 Disbursement Lines Accounting Information Screen

AD-742 Collection Lines Accounting Information

oucher Trans Account ing 0Obj Fund Unit
umber Code Nunber Class Code Code Amount

Figure 40. AD-742 Collection Lines Accounting Information Screen
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Tables Note: The Address and Accounting Files tables contain

no data. Level 2 or Level 3 users must enter data before
This option is used to maintain nine PC—-MISC tables Level 1users can key in AD—742 and AD-757 data. (See
used to validate and edit AD-742 and AD—757 data en- Vendors And Contracting Officers underAddress Filesfor
tered byLevel 1 users. For this reason, it is very important instructions on establishing a vendor address file and a
that you maintain table entries to ensure accuracy. Thiscontracting officer address file.)
includes updating the tables immediately when changes
occur. Inaccurate data results in documents rejecting to

suspense during Miscellaneous Payments System mainThe other tables contain valid codes provided by the pro-

frame processing &FC. These errors will ultimately in- gram and are updated/changed only by individuals with
crease processing costs. Access Level 2 or Access Level 3 authority.

To select the Tables option, move the cursor to Tables.
Press [Enter] to display the Tables pull-down menu The following pages provide instructions for using each
(Figure 41) listing nine tables. table:

<F1> Help

wtate Codes
Igayment Action Codes
1Jund Codes

puntry Code
impe Instrument

b ject Class
DocTment Tupe

Maintain Address Files.
DICT Rec No 12-36 View: Entire file 2937k free

Figure 41. Tables Pull-Down Menu
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Address Files Browse.Used to browse or delete records.

This is the fi . he Tabl I Print. Used to print records in the current file.
1s 1s the first option on the Tables pull-down menu. .
Move to Address Files and press [Enter]. The Address Pack.Used to physically delete records marked for dele-

Files submenu (Figure 42) is displayed listing the Ven- tion.

dors and Contracting Officers options. Import. Used to import data from a file.
Vendors Export. Used to export data to a file.

Agreements.(for ARS use only.JJsed to view agree-

Move to Vendors and press [Enter]. The Vendor Ad- ments related to this record.

dressescreenKigure 43) with afunction bar at the top of i
the screen is displayed Use these functions as follows:

To select a function, move to the applicable function and Adding Vendor AddressesAt the Vendor Addresses

press [Enter], or key in the first letter of the function SCreen Kigure 43), with the cursor at the Add function,
name: e.g.B (Browse) press [Enter]. The cursor moves to Vendor Number.

Below is brief description of each function: Vendor Number (required, alphanumeric; 4 posi-

) tions).Key in the new vendor numbeélote: Eachvendor
Add. Used to add a record to the file. number must be unique, the system will not accept num-
Edit. Used to change a record. bers that have been previously assigned.

Ttilities QETICTE Thit  Iuit <F1> Help
4| Address Files [

Entract ing Off icers

iype Instrument
ibject Class
DocBment Type

DICT Rec No 12-36 Uiew: Entire file 2937k free
Figure 42. Address Files Submenu

Add Edit Browse Print Pack Import Export Agreements

Vendor Number: [ Uendype: O Domestic  Letter of
QO Foreign CreditrD

Vendor Name: m

Selec; One ! O 33N O EIN O HNoOT O HNoT
Vendor ID:[6 ] H0-8066688 AVAILABLE  APPLICABLE

Government Entity: D

Address
Line 1:.81 uxp #: ][9]
Line 2:[11] UXP
City: state:[13] zip:[[@] -
Phone : () or Country

UENDORE Rec NHo 1/3 Uiew: Entire file 2937k free
Figure 43. Vendor Addresses Screen
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¢ |f the vendor number is valid, the cursor moves to the
Vendor Type field.

* |If the vendor number is invalid, the messaldes
value must be unique. The value you entered exists
Pleaseenter another value. Okay displayed. Press [En-
ter].

Vendor Type (required, button).Press[¥]1 or
[4] to move the cursor to either Domestic or Foreign.
Presghe [Space Bar] to highlight the corresponding but-
ton. Press [Enter] to move to the next field.

Letter of Credit (optional, checkbox)f a letter of
credit applies, press the [Space Bar] to check the box.
Otherwise, press [Enter].

* If a letter of credit is not required, press [Enter] to skip.

Vendor Name(required, alphanumeric; max. of 30
positions)Key in the payee name as it should appear on
the payment check. Press [Enter] to move to the next
field.

SelectOne (required, button)lf the vendor is sub-
ject to Form 1099 tax reporting to the Internal Revenue
Service, move the cursor to either SSN (Social Security
Number) or EIN (Employer ldentification Number).

s Manual Title VI
her Payments Chapter 7
ous Payments System Section 12

VXP (conditional, alphanumeric; 9 positions)a
checkwas keyed in the VXP# box, key in the 9-digit ven-
dor express number, then move to the City fibldte:

For mainframe processing purposes, no entry is allowed
in the Address Line 2 field.

¢ If a check mark was not keyed in the VXP# box, the
cursor moves to the next field.

Address Line 2(optional, alphanumeric; max. of
30 positions)If a check was not keyed in the VXP# box,
key in line 2 of the vendor’s address.

City (required, alphanumeric; max. of 20 posi-
tions).Key in the vendor’s city.

State orCountry (required,alphanumeric; 2 posi-
tions).Key in the vendor’s country code or state abbrevi-
ation location.

¢ If you do not know the country code or state abbrevi-
ation, press [Enter] to display the STATE CODE pop-up
screen. PreséV | or [4] to locate the applicable state
abbreviation ocountry code. Point and shoot the code to
this field.

ZIP (required, numeric; 9 positionsKey in the
vendor’sZIP location. The cursor moves to the next field.
If the 9-position ZIP code is not used, press [Enter] to

Press [Space Bar] to highlight the selected button. Pressnove to the next field.

[Enter] to move to the next field.

* |f Form 1099 tax reporting information is not available
or not applicable, move the cursor to either Nadikable

or Not Applicable. Press the [Space Bar] to highlight the
selectedutton. Press [Enter] to move to the Government
Entity field.

[(6] Vendor ID (conditional, numeric; 9 positions)t
the SSN or EIN was highlighted, key in the vendor’s offi-
cial taxpayer identification number (TIN) assigned by
the Internal Revenue Service.

Government Entity (optional, checkbox)If the

* If the ZIP code is incorrect, the messéageer a begin-
ning ZIP value Between XXX and XXX Inclusive. Press
any keyis displayed. Press any key to return to the ZIP
field. Key in the vendor’s correct ZIP code.

Phone(required, numeric; 10 positiongiey in the
vendor’s area code and telephone number.

The messagadd this ecord tathe file? Ok Cances dis-
played withOk highlighted.

* To add, press [Enter].

¢ To cancel, move to Cancel and press [Enter].

payee is a foreign government, press the [Space Bar] to

place a check mark in the box displayed next to Govern-
ment Entity. Press [Enter] to move to the next field.

* If the payee is not a foreign government, leave the box
displayed next to Government Entity empty. Press [En-
ter] to move to the next field.

Address Line 1(required, alphanumeric; max. of
30 positions)Key in the first line of the vendor’s address.

[o]] vXP# (optional, checkbox)lf the vendor is en-

Editing Vendor AddressesAt the Vendor Addresses
screenpress[®] to move to Edit. To change data on the
displayed record, press [Enter]. To locate a recooe

to the Browse function (discussed below). Ple®d to
return to the Edit function. At the Vendor Addresses
screen, with the selected vendor address record dis-
played, press [Enter]. Key in correct data and press [Ctrl
+ W]. The messagé/rite the changes to disk?....Oln-
celis displayed wittOk highlighted.

* To complete the edit, press [Enter].

rolled in the Vendor Express program, press the [Space

Bar] to check the box, then move to the next field.

* If the vendor is not enrolled in theekdor Express Pro-
gram, move to the next field.

¢ To cancel, move to Cancel and press [Enter].

Browsing OrDeleting Vendor Addresseat the \endor
Addressescreen, move to Browse and press [Enter]. The
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VENDORS table screen is displayed. Pre4d [w], At Report Name, move the cursor to Go! and press [En-
[®], and[4#] to view the entire table screen. ter]. The data is sent to the selected destination as re-

corded on the Report Manager screen previously dis-
* To view a record, move to the selected record and presgussed.

[Enter]. The vendor address record is displayed. )
¢ To cancel the print process, move to Cancel. Press [En-

* To delete a record, press [Delete]. The mesBadete ter] to return to the Report Name screen.

this record?...Ok Cancek displayed withOk high- o . o
lighted. To mark the selected record for deletion, pressNOte: The Query option is not available at this time.
[Enter]. Deletedis displayed at the bottom of the screen.
To physically remove records marked for deletion, see

Packing Vendor Addresses Packing Vendor Addressest the Vendor Addresses

« To reactivate a deleted record, press [Delete] a secondCr€€n, move to Pack. Press [Enter] to display the mes-
time toremoveDeletedfrom the screemote: A deleted s_agePermanentIye_move a_II re_cords marked for dele-
record can be reactivated only before the Pack functiontion?--- Ok Cancelith Ok highlighted.

is utilized. * To delete all records marked for deletion, press [En-

* To return to the Vendor Addresses screen, press [Esc].

¢ To cancel the delete function, move to Cancel and ter].
press [Enter]. * To cancel, move to Cancel and press [Enter].

Printing Vendor AddressesAt the Vendor Addresses  mporting Vendor Addressesit the Vendor Addresses
screenmove to Print. Press [Enter] to display the Reports screen, move to Import and press [Enter]. The message
on File screenrgure 10). Pressl ¥ ] or [4] to locate  pg you want to overwrite the file before import? Yes No

the report you want to print. Press [Enter] to move the Cancelis displayedNote: Overwritten files replace ex-
cursor tathe Gol, Cancel, Settings, and Query submenu. jsting files.

Move to Settings and press [Enter] to display the Report
Manager screerFigure 11). * To overwrite imported files, press [Enter]¥as The

o messag®rive and path to import from? A:\*.is dis-
* To set up the destination of the output, at the Report pjayed. Insert the diskette of files to be read into the drive
Manager screen, move to Screen, File, or Printer. Presgf your PC and press [Enter]. The select a file screen
the [Space Bar] to highlight the Screen, File, or Printer (rigure 44) is displayed. Move the cursor to the file you
button.Note: Send Output To will default to Printer if no  \ant to import and press [Enter]. The messageort
selection is made. Press [Enter] to move to the No. of from A AXXXX XXX to XXXXXXX DBE SDF Delimited
Copies field. Key in the number of copies to print. Press displayed. Move the cursor to the selected option and
[Enter] to move to Start On Page. Key in the print start press [Enter]' The messagaport Comp|ete Press any

page. Press [Enter] to move to Print To Page. Key in thekeyis displayed. Press any key to return to the Vendor Ad-
end print page. Press [Enter] to move to the Report Rangqyresses screen.

Status field with Entire File highlighted.

e To import files without overwriting, move the cursor
* To print the entire file, press [Enter]. To move to Over- to No and press [Enter]_ The messme and path to
ride or As Saved, preds®], then press the [Space Bar] import from A:\*.*is displayed. Insert the diskette con-
to highlight the selected button. Press [Enter] to move totaining the files to be read into the drive of your PC and
the Start At field. Key in the Start At data. Press [Enter] press [Enter]. The select a file scregiy(re 44) is dis-
to move to Stop At. Key in the Stop At data. Press [Enter] played.Move the cursor to the file you want to import and
to move to the Query Spec Status field. Select Entire File, press [Enter]. The messalgeport from A:NXXXX. XXX to
Override, or AsSaved. Presk®] to move to your selec-  XXXXXXX DBF SDF Delimiteid displayed. Move the
tion, then press the [Space Bar]. Press [Enter] to key incursor to the selected option and press [Enter]. The mes-
data in the Select field when Override is selected. Presssagelmport Complete Press any kisydisplayed. Press
[Enter] to display the Report Name screen. any key to return to the Vendor Addresses screen.
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Add Edit Browse Print Pack Import Export Agreements

Vendor Addresses
[

Line
Line

City:
Phone X

scroll up scroll down Enter — Import

Figure 44. Select A File Screen

* To cancel the import, move the cursor to Cancel andD At Fields, move to All or Selected. Press the [Space
press [Enter]. The messalgeport Error Press Any Key  Bar] tohighlight the All or Select button. Press [Enter] to
is displayed. Press any key to clear the error messagenove to Target File Type.

from the screen and return to the Vendor Addresses
screen. O At Target File Type, move to one of the following:

DBF (Data Base Files)-A data base file.

Exporting Vendor Addressedo export vendor address SDF (System Data Format)-A file of fixed length.

files, insert the diskette that will receive file data into the

drive of your PC. At the Vendor Addresses screen, with Delimited—A file of variable length that does not include
the cursor positioned on Export, press [Enter]. The Ex- leading or trailing spaces, and separated by commas.

port screenKigure 45) is displayed with the cursor posi-
tioned at the Export Mode field. Press the [Space Bar] to highlight the DBF, SDF, or De-

limited button. Press [Enter] to move to Target File
Name.

O At Export Mode, move to Append or Overwrite. Press O At Target File Name, key in the target file name of the
the [Space Bar] to highlight the Append or Overwrite file you are exporting. Press [Enter] to move to For Con-
button. Press [Enter] to move to Fields. dition.

fidd Edit Browse Print Pack Import Export Agreements

Export Current Mode

Export O Append O Overurite

Fields O nall O Selected

Target File Type O Dbf O EDF O Delimited i
Target File Hame

For Condition

While Condition

Next No. of Records

UVENDORS Rec Mo 13 View: Entire file 2937k free
Figure 45. Export Screen
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O At For Condition, key in the selected filter condition. < To delete the agreement number, press [Enter].

If no filter condition is required, skip. Press [Enter] to

move to While Condition. ¢ To cancel the deletion, move to Cancel and press [En-
ter].

O At While Condition, key in the selected filter condi- :

tion. If no filter condition is required, skip. Press [Enter] * To return to the Vendor Addresses screen, press [Esc].

to move to Next No. of Records.

i Contracting Officers
O At Next No. of Records, key in the number of records

in the file you want to export. If the next number of re- At the Address Files submenu, move to Contracting Offi-
cords data is not required, skip. Press [Enter]. cers and press [Enter]. The Contracting Officer Ad-

o dressescreenkigure 46) with afunction menu bar listed
The messageress any keyisdisplayed athe bottom of 3t the top of the screen is displayed.

the screen. The export is complete. Press any key to re-

turn to the Vendor Addresses screen. To select a function, move the cursor to the selected func-
tion and press [Enter], or enter the first letter of the option

Agreementgfor ARS use on)yAt the \éndorAddresses ~ name; e.g.B (Browse)

screen, move to Agreements. Press [Enter] to display theB

Vendor Agreements screen with the cursor positioned in

the Agreement Number field. Add. Used to add a record to the file.

* To add an agreement number and display the Agree-Edit. Used to change a record.

ment Numbers screen, press [Alt+A]. Key in the agree-

ment number in that field. Press [CTRL+W] to save the Browse.Used to browse or delete records.
agreemenmnumber if the number is less than 15 positions. Print. Used to print records in the current file
The messagadd this ecord tothe file? Ok Cances dis- ' P :

played withOk highlighted. Pack.Used to physically delete records marked for dele-
tion.

elow is a brief description of each function:

* To add the agreement number, press [Ertarie: To
display all Vendor Agreements listed on the Vendor |mport. Used to import data from a file.
Agreements screen, press [Page Up] or [Page Downl].

Export. Used to export data to a file.

* To cancel the agreement number, move to Cancel and ]
press [Enter]. Use these functions as follows:

* To delete an agreement number, highlight the agree-Adding Contracting Officer Addresse#t the Contract-
ment number on the Vendor Agreements screen, pressng Officer Addresses scredridure 46), with the cursor
[Delete]. The messadeelete this record from the file?  positioned at Add, press [Enter]. The cursor moves to
Ok Cancels displayed. Contracting Officer Number.

Add Edit Browse Print Pack Import Export
fidd a record to the file

Contracting Off icer Addresses

Contracting Off icer Number: -

Contracting Off icer Hame:

Address Line 1: E
Address Line 2:
City: E

Phone: ¢ )[8]-

CONT_OFCR Rec Ho 1-1 Uiew: Entire file
Figure 46. Contracting Officer Addresses Screen
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Contracting Officer Number (required, alphanu-
meric; 4 positions)Key in the new contracting officer’s
numberNote: Each contracting officer number must be
unigue, the system will not accept numbers that have
been previously assigned.

If the record is invalid, the messaDeplicate or blank
contracting officer number Press any keydisplayed.
Press [Enter].

Contracting Officer Name (required, alphanu-
meric; max. of 30 positiondey in the contracting offi-
cer’s name.

Address Line 1(required, alphanumeric; max. of
30 positions)Key in the first line of the contracting offi-
cer’s address.

Address Line 2(optional, alphanumeric; max of
30 positions)Key in the second line of the contracting
officer’s address.

City (required, alphanumeric; max. of 20 posi-
tions).Key in the contracting officer’s city.

[(6] State(required, alphanumeric; 2 position&ey in
the contracting officer’s state code.

If you not not know the state code, press [Enter] to display
the STATE CODE pop-up screen. Présel or [4] to

Title VI
Chapter 7
Section 12

her Payments

the selected contracting officer address record displayed,
press [Enter]. Key in the correct data and press [Ctrl +
W]. The messagd/rite the changes to disk?....Ok Cancel
is displayed withOk highlighted.

* To complete the edit, press [Enter].

* To cancel, move to Cancel and press [Enter].

Browsing Or Deleting Contracting Officer Addresses.
At the Contracting Officer Addresses screen, move to
Browseand press [Enter]. The CONT OFCR table screen
is displayed. Press# ], [¥], [#], and[<] to view

the entire table screen.

* To view a record, move to the selected record and press
[Enter]. The contracting officer address record is dis-
played.

* To delete a record, press [Delete]. The mesBeete

this record?...0k Cancels displayed withOk high-
lighted. To mark the selected record for deletion, press
[Enter]. Deletedis displayed at the bottom of the screen.
To physically remove records marked for deletion, see
Packing Contracting Officer Addresses

* To reactivate a deleted record, press [Delete] a second
time toremoveDeletedfrom the screerNote: A deleted
record can be reactivated only before the Pack function
is utilized.

locatethe applicable state code. Point and shoot the code

to the State field.

ZIP (required, numeric; 9 positionsKey in the
contracting officer'<ZIP code. If the 9-position ZIP code
is not used, press [Enter].

If the ZIP code is incorrect, the mess&geer a begin-
ning ZIP value Between XXX and XXX Inclusive. Press
any keyis displayed. Press any key to return to the ZIP
field. Key in the contracting officer’s correct ZIP code.

Phone(required, numeric; 10 positiongjey in the
contracting officer’s area code and telephone number.

After entering all required information, the messadd
this record to the file? OK Canci displayed wittOK
highlighted.

* To add the record, press [Enter].

* To cancel the record, move to Cancel and press [En-

ter].

Editing Contracting Officer Addresse#t the Contract-
ing Officer Addresses screen, pré®] to move to Edit.

¢ To cancel the delete function, move to Cancel and
press [Enter].

Printing Contracting Officer AddressesAt the Con-
tracting Officer Addresses screen, move to Print. Press
[Enter] to display the Reports on File screkigyre 10).
Pressl ¥] or [4] to locate the report you want to print.
Press [Enter] to move the cursor to the Go!, CaiSe,
tings, and Query submenu. Move to Settings and press
[Enter] todisplay the Report Manager scre€iygre 11).

* To set up the destination of the output, at the Report
Manager screen, move to Screen, File, or Printer. Press
the [Space Bar] to highlight the Screen, File, or Printer
button.Note: Send Output To will default to Printer if no
selection is made. Press [Enter] to move to the No. of
Copies field. Key in the number of copies to print. Press
[Enter] to move to Start On Page. Key in the print start
page. Press [Enter] to move to Print To Page. Key in the
end print page. Press [Enter] to move to the Report Range
Status field with Entire File highlighted.

¢ To print the entire file, press [Enter]. To move to Over-
ride or As Saved, pred1, then press the [Space Bar]

To change data on the displayed record, press [Enter]. Tao highlight the selected button. Press [Enter] to move to
locate a different record, move to the Browse function the Start At field. Key in the Start At data. Press [Enter]
(discussed below). Pre$#] to return to the Edit func-  to move to Stop At. Key in the Stop At data. Press [Enter]
tion. At the Contracting Officer Addresses screen, with to move to the Query Spec Status field. Select Entire File,
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Override, or AsSaved. PresE®] to move to your selec-  cursor to the selected option and press [Enter]. The mes-
tion, then press the [Space Bar]. Press [Enter] to key insagelmport Complete Press any kisydisplayed. Press
data in the Select field when Override is selected. Pressany key to return to the Contracting Officer Addresses
[Enter] to display the Report Name screen. screen.

O At Report Name, move the cursor to Go! and press® 1° cancel the import, move the cursor to Cancel and
[Enter]. The data is sent to the selected destination as rePress [Enter]. The messageport Error Press Any Key

corded on the Report Manager screen previously dis-iS displayed. Press any key to clear the error message
cussed. from the screen and return to the Contracting Officer Ad-

) dresses screen.
* To cancel the print process, move to Cancel. Press [En-
ter] to return to the Report Name screen. Exporting Contracting Officer AddressesTo export
Note: The Query option is not available at this time. contracting officer address files, insert the diskette that
will receive file data into the drive of your PC. At the
"Contracting Officer Addresses screen, with the cursor
positioned on Export, press [Enter]. The Export screen
(Figure 45) is displayed with the cursor positioned at the
Export Mode field.

e To return to the Contracting Officer Addresses screen
press [Esc].

Packing Contracting Officer Addresse#t the Con-
tracting Officer Addresses screen, move to Pack. Pres

[Enter] to display the messagermanentlyremove all O At Export Mode, move to Append or Overwrite. Press
records marked for deletion?... @ancelwith Ok high- the [Space Bar] to highlight the Append or Overwrite

lighted. button. Press [Enter] to move to Fields.

* To delete all records marked for deletion, press [En-8 At Fields, move to All or Selected. Press the [Space
ter]. Bar] tohighlight the All or Select button. Press [Enter] to

move to Target File Type.
O At Target File Type, move to one of the following:
Importing Contracting Officer Addresse#t the Con- DBF (Data Base Files)-A data base file.

tracting Officer Addresses screen, move to Import and ' ,
presqgEnter]. The messadeo you want to overwrite the SDF (System Data Format)-A file of fixed length.

* To cancel, move to Cancel and press [Enter].

file before import? Yes No Candsl displayed Note: Delimited—A file of variable length that does not include
Overwritten files replace existing files. leading or trailing spaces, and separated by commas.
+ To overwrite imported files, press [Enter]s The ~ Press the [Space Bar] to highlight the DBF, SDF, or De-

played.Insert the diskette of files to be read into the drive Name.

of your PC and press [Enter]. The select a file screenO At Target File Name, key in the target file name of the
(Figure 44) is displayed. Move the cursor to the file you file you are exporting. Press [Enter] to move to For Con-
want to import and press [Enter]. The messiageort dition.

fr_om ADXXXXXX 10 XXXXAXX DBF SDF DeI|m_|t3d O At For Condition, key in the selected filter condition.
displayed. Move the cursor to the selected option andIf no filter condition is required, skip. Press [Enter] to
press [Enter]. The messalyeport Complete Press any move to While Condition.

keyis displayed. Press any key to return to the Contract- ) N . ] ]

. . . . tion. If no filter condition is required, skip. Press [Enter]
* To import files without overwriting, move the cursor

, to move to Next No. of Records.
to No and press [Enter]. The mess&yéve and path to )
import from A:\* *is displayed. Insert the diskette con- = At Next No. of Records, key in the number of records
taining the files to be read into the drive of your PC and I the file you want to export. If the next number of re-
press [Enter]. The select a file screBiggre 44) is dis- ~ cOrds data is not required, skip. Press [Enter].
played.Move the cursor to the file you want to import and The messageress any keyisdisplayed athe bottom of
press [Enter]. The messalgeport from A:XXXXX. XXX to  the screen. The export is complete. Press any key to re-
XXXXXXX DBF SDF Delimited displayed. Move the  turn to the Contracting Officer Addresses screen.
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Accounting Files Below is a brief description of each function:

This isthe second option on the Tables pull-down menu. Add. Used to add a new accounting code.
Move to Accounting Files and press [Enter]. The Ac- ) .
counting Files submentigure 47) is displayed listing ~ Edit. Used to change an accounting code.

the Accounting Codes and Set Fiscal Year Indicator op-
tions. Browse.Used to browse or delete records.

Print. Used to print the Accounting Classification Table.
Accounting Codes

. ! ) . ) Pack. Used to physically remove accounting records
This is the first option on th&ccounting Files submenu.  5rked for deletion.

Move to Accounting Codes and press [Enter]. The

Accounting Codes screerfigure 48) with a function  pass ChangeUsed to make Mass changes to account-
menu bar listed at the top of the screen is displayed.  jng codes.

To select a function, move the cursor to the selected funcdmport. Used to import data from a file.
tion and press [Enter], or enter the first letter of the option
name; e.g.B (Browse) Export. Used to export data to a file.

| Ttilities HETYTTN it it <F1> Help

Aidress Files >
Accounting Files 4

Account ing Codes
Het Fiscal Year Indicator

Tupe Instrument
Ubject Class
DocBment Type

CONT_OFCR Rec No 1/1
Figure 47. Accounting Files Submenu

View: Entire file

fidd Edit Browse Print Pack Mass Change Inport Export

1 2 3
1234567899123456 7899 1234567899 12345

[Jaccounting T
]

Code:
Description:

CTRL-W — =sawve ESCAPE — exit
Figure 48. Accounting Codes Screen
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The following are instructions for using these record can be reactivated only before the Pack function
functions: is utilized.

Adding Accounting CodesAt the Accounting Codes * To cancel the delete function, move to Cancel and
screen, with the cursor positioned at the Add function, press [Enter].

press [Enter]. The cursor moves to the Accounting Code . . ) )
field. Printing Accounting CodesAt the Accounting Codes

screenmove to Print. Press [Enter] to display the Reports
Accounting Code (required, alphanumeric; max.  on File screenfgure 10). Press{ V] or [4] to locate
of 35 positions)Key in the new accounting code under the report you want to print. Press [Enter] to move the
the applicable column(d)ote: If the code is a duplicate, ~ cursor tathe Go!, Cancel, Settings, and Query submenu.
the messag€his value must be unique. The value you en- Move to Settings and press [Enter] to display the Report
tered exists. Please enter another value. Okaglis- Manager screerfFigure 11).

played. Press [Enter]. * To set up the destination of the output, at the Report

Description (optional, alphanumeric; max. of Manager screen, move to Screen, File, or Printer. Press

30 positions)Key in a brief description of the accounting the [Space Bar] to highlight the Screen, File, or Printer
code and press [Enter]. button.Note: Send Output To will default to Printer if no

selection is made. Press [Enter] to move to the No. of
After all required information is entered, the message Copies field. Key in the number of copies to print. Press
Add This Record To The File?...0k Canisatlisplayed [Enter] to move to Start On Page. Key in the print start

with Ok highlighted. page. Press [Enter] to move to Print To Page. Key in the
end print page. Press [Enter] to move to the Report Range

* To add, press [Enter]. Status field with Entire File highlighted.

« To cancel, move to Cancel and press [Enter]. * To print the entire file, press [Enter]. To move to Over-

ride or As Saved, pred1, then press the [Space Bar]
. . . to highlight the selected button. Press [Enter] to move to
Editing AcccEl-J'n?ng CodesAt the Accounting Codes the Start At field. Key in the Start At data. Press [Enter]
SCreenpress to move to Edit. To change dgta on the to move to Stop At. Key in the Stop At data. Press [Enter]
displayed record, press [Enter]. To locate a different re-, 46 1o the Query Spec Status field. Select Entire File,
cord, move to the Browse function (discussed below). Override, or AsSaved. Presk®] to move to your selec-
Pressi 4] to return to the Edit function. Press [Enter] to tion, ther; press the [Space Bar]. Press [Enter] to key in

(rjn;[\;gntg ;?:sﬁfégff%g 'Fk?edggg\l,g.g:teeyt& t:ﬁaﬁggsed data in the Select field when Override is selected. Press
: Enter] to display the Report Name screen.
to disk?....Ok Cancés displayed wittOk highlighted, L e t© display P
At Report Name, move the cursorGo! and press [En-

* To complete the edit, press [Enter]. ter]. The data is sent to the selected destination as re-
corded on the Report Manager screen previously dis-
* To cancel, move to Cancel and press [Enter]. cussed.

Browsing Or Deleting Accounting Codest the Ac- * To cancel the print process, move to Cancel. Press [En-
ter] to return to the Report Name screen.

counting Codes screen, move to Browse and press [En-
ter]. The ACTG CLASS table screen is displayed. PressNote: The Query option is not available at this time.

[#] and[¥] to view the entire table screen. ,
¢ To return to the Accounting Codes screen, press [Esc].

* To view a record, move to the selected record and press i , i

[Enter]. The accounting code record is displayed. Packing Accounting Codesht the Accounting Codes
screen, move to Pack. Press [Enter] to display the mes-

* To delete a code, press [Delete]. The mesBagete sagePermanentlyremove all records marked for dele-

this record?...0k Cancels displayed withOk high-  tion?... Ok Cancelith Ok highlighted.

lighted. To mar.k the selected record for deletion, press, To delete all records marked for deletion, press [En-

[Enter]. Deletedis displayed at the bottom of the screen. er]

To physically remove records marked for deletion, see

Packing Accounting Codes ¢ To cancel, move to Cancel and press [Enter].

* To reactivate a deleted record, press [Delete] a secondvlass Changing Accounting Codeét the Accounting
time toremoveDeletedfrom the screerNote: A deleted Codes screen, move to Mass Change and press [Enter].
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The ACTG CLASS screefigure 49) is displayed with a
function menu bar at the top of the screen.

Below is a brief description of each function:

Title VI
Chapter 7
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position,these numbers/ characters must match those en-
tered in the prior year accounting code field.

* To make a mass new fiscal year addition, key in the

number ofthe accounting code representing the prior fis-
Add. Used to add accounting codes to the Accounting cal year in the next fiscal year accounting code field. For
Codes table based on the control string. example, to add all accounting codes existing for Fiscal
Year 95 to Fiscal Year 96, key in 5 in the fiscal year posi-

Delete. Used to delete accounting codes from the Ac- tion of the accounting field. Do not key in the complete
counting Codes table based on the control string. accounting code for mass additions. Press [Enter].

Recall.Used to recall deleted accounting codes based on,. To establish .aII existing accounting codeg for the new
the control string. fiscalyear, key in the number of the accounting code rep-

resenting the new fiscal year in the accounting field.
o Press [Enter]. For example, to establish FY 96 records,
Prompt. Used to indicate prompt or no prompt for each ey in 6 in the fiscal year position. All existing accounts

change to the Accounting Codes tabite: Set the o1 Fy 95 will be established for FY 96. Press [Enter].
prompt before you execute the Add, Delete, or Recall

functions. Se@rompting Accounting Codes If the With Prompting mode was selected, a pop-up

screen with the messalytake The Indicated Addition?
Ok Canceis displayed wittOk highlighted. Review the
displayed accounting codes under the Adding and For
fields. Toadd the accounting code to the table, press [En-
ter]. To cancel the add, move to the Cancel prompt and
press [Enter]. The messalyet Change To File Was XX
Recordss displayed. Press any key to continue.

The following are instructions for using these functions.

Adding Accounting CodesAt the ACTG Class screen,
with the cursor at Add and the mess&jmnges will be
made Without prompting or With promptidgsplayed,
press [Enter].

If the Without Prompting mode was selected, only the
* To make a single accounting code addition to the fiscal pop-upscreen with the messabjet Change To File Was
year, key in the complete prior fiscal year accounting XX Recordss displayed. If accounting codes do not
code in the accounting code field. Press [Enter]. Key in match, a pop-up screen with the mesddgechange to
the complete new fiscal year accounting code in the ac-file was O records Press any kisydisplayed. Press any
countingcode field. With the exception of the fiscal year key to continue.

Add Delete Recall Prompt
Make mass additions based on the control string.

ACTG_CLASS

Create Hew Entriesz for, Delete or Recall Matching Records With
These Numbers-Characters In The Indicated Positions.
1 5 18 15 28 25 38 35
1 i 1 I8 i 1 1 I8
BFRRERFFRFFFEFFRFEPFEFFFEIFRERIFFEREER

Changes will be made WITHOUT prompting.

Records in file: 8
Figure 49. Mass Change Accounting Screen

69



Title VI Systems Access Manual
Chapter 7 Procurement And Other Payments
Section 12 Personal Computer Miscellaneous Payments System

Deleting Accounting Code#t the ACTG Class screen, Prompting Accounting CodesAt the ACTG Class
move to Delete. Press [Enter]. screen, move to Prompt and press [Enter]. The message

Changes Will Be Made With/Without Promptisgis-
* To delete a single accounting code, key in the completeplayed on the bottom left of the screen.

accounting code number/ character in the accounting
code field. Press [Enter]. * To change to the reverse of the displayed prompt, press
[Enter]. The selection will be displayed on the Add, De-

* To make a mass deletion, key in the first number of the |ete, orRecall screens when these functions are executed.
accounting code representing the fiscal year in the ac-

countingcode field. For example, to delete all accounting . . .
codes existing for Fiscal Year 95, key in 5 in the fiscal IMPOrting Accounting CodedsAt the Accountmg Codes
year position. Press [Enter]. screen, move to Import and press [Enter]. The message

Do you want to overwrite the file before import? Yes No

If the With Prompting mode was selected, a pop-up Cancelis displayedNote: Overwritten files replace ex-
screen with the messatytake The Indicated Deletion? isting files.

Ok Cancelis displayed wittOk highlighted. Review the

accounting code displayed under the Deleting field. To * To overwrite imported files, press [Enter]¥es The
delete the record, press [Enter]. To cancel the delete,nessag®rive and path to import from? A:\*.is dis-
move to the Cancel prompt and press [Enter]. The mes-Played.Insert the diskette of files to be read into the drive

sageNet Change To File Was (X) Recoigglisplayed. ~ of your PC and press [Enter]. The select a file screen
Press any key to continue. (Figure 44) is displayed. Move the cursor to the file you

want to import and press [Enter]. The messaggort
If the Without Prompting mode was selected, only the from A:\XXXX. XXX to XXXXXXX DBF SDF Delimited
pop-up screen with the messaget Change To File was  displayed. Move the cursor to the selected option and
(X) Records Press any kisydisplayed. Press any key to  press [Enter]. The messatpeport Complete Press any
continue. keyis displayed. Press any key to return to the Account-
ing Codes screen.

Recalling Accounting CodesAt the ACTG Class
screen, move to Recall. Confirm changes will be made*® To import files without overwriting, move the cursor
without prompting or change to with prompting. Press to Noand press [Enter]. The mess&yéve and path to
[Enter]. import from A:\*.*is displayed. Insert the diskette con-
taining the files to be read into the drive of your PC and

The messagHet Change To File Was X Recoigglis- press [Enter]. The select a file scre€iy(re 44) is dis-
played indicating the number of records recalled. Pressplayed.Move the cursor to the file you want to import and
any key to continue. press [Enter]. The messageport from A:\XXXX. XXX to

) _ _ XXXXXXX DBF SDF Delimited displayed. Move the
* To recall a single accounting code, key in the complete cyrsor to the selected option and press [Enter]. The mes-
aCCOUnting code in the aCCOUnting code field. Sagelmport Comp|ete Press any ksﬂ|sp|ayed Press

. . i any key to return to the Accounting Codes screen.
* To recall a mass deletion, key in the first number of the y ey g

accounting code representing the fiscal year in the ac-. 4 cancel the import, move the cursor to Cancel and
counting code field. For example, to restore all account- press [Enter]. The messalgeport Error Press Any Key

ing codes existing for Fiscal Year 95, keypim the fiscal is displayed. Press any key to clear the error message
year position. Press [Enter]. from the screen and return to the Accounting Codes

If the With Prompting mode was selected, a pop-up >*"¢€""

screen witithe messag®lake The Indicated Recall? Ok
Cancelis displayed witlOk highlighted. Review the ac-
countingcode record displayed under the Recalling field.
To recall the accounting record, press [Enter]. To cancel
the recall, move to the Cancel prompt and press [Enter].
The messagBet Change to File was XX Records Press
any keyis displayed. Press any key to continue.

Exporting Accounting CodesTo export accounting
code files, insert the diskette that will receive file data
into the drive of your PC. At the Accounting Codes
screen, with the cursor positioned on Export, press [En-
ter]. The Export screelfrigure 45) is displayed with the
cursor positioned at the Export Mode field.

If the Without Prompting mode was selected, only the

pop-up screen with the messaget Change To File was O At Export Mode, move to Append or Overwrite. Press
X Records Press any ki&ydisplayed. Press any key to the [Space Bar] to highlight the Append or Overwrite
continue. button. Press [Enter] to move to Fields.
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O At Fields, move to All or Selected. Press the [Space
Bar] tohighlight the All or Select button. Press [Enter] to
move to Target File Type.

O At Target File Type, move to one of the following:
DBF (Data Base Files)-A data base file.
SDF (System Data Format)-A file of fixed length.

Delimited—A file of variable length that does not include
leading or trailing spaces, and separated by commas.

Press the [Space Bar] to highlight the DBF, SDF, or De-
limited button. Press [Enter] to move to Target File
Name.

O At Target File Name, key in the target file name of the
file you are exporting. Press [Enter] to move to For Con-
dition.

O At For Condition, key in the selected filter condition.
If no filter condition is required, skip. Press [Enter] to
move to While Condition.

O At While Condition, key in the selected filter condi-
tion. If no filter condition is required, skip. Press [Enter]
to move to Next No. of Records.

O At Next No. of Records, key in the number of records
in the file you want to export. If the next number of re-
cords data is not required, skip. Press [Enter].

Edit
Edit the current record.

Title VI
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The messageress any keyisdisplayed athe bottom of
the screen. The export is complete. Press any key to re-
turn to the Accounting Codes screen.

Set Fiscal Year Indicator

This is the second option on the Accounting Files sub-
menu Figure 47). Move to Set Fiscal Year Indicator and
press [Enter]. The Fiscal Accounting Information screen
(Figure 50) is displayed. At Edit, press [Enter] to move to
the Set Fiscal Accounting Infeld.

Set Fiscal Accounting Info(required, checkbox).
PresgSpace Bar] to key in a check mark in the box. Press
[Enter] to move to the next field.

Start Position (required, numeric; max. of 2 posi-
tions).Key in the start position of the fiscal year.

End Position (required, numeric; max. of 2 posi-
tions).Key in the end position of the accounting classifi-
cation.Note: The end position value must be greater than
the start position value.

The messagd/rite the changes to disk? Ok Carisealis-
played withOk highlighted.

* To set the fiscal record, press [Enter].

¢ To cancel, move to Cancel and press [Enter].

Fiscal ficcounting Information

Set Fiscal
Eij ficcounting Info:

O

1

EZJ Start Position:

=]

End Position: 35

Figure 50. Fiscal Accounting Information Screen
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State Codes another value. Okaig displayed. Press [Enter] to return

to the St. Abbreviation field.
This is the third option on the Tables pull-down menu. . . ) . )
Move toState Codes and press [Enter]. The State and zIP[2] Low Zip (required, numeric; 3 positionsiey in

Codes screerFigure 51) is displayed with a function ~ the first three digits of the ZIP code that begins the range

To select a function, move the cursor to the selected func- High Zip (required, numeric; 3 positionsikey in

tion and press [Enter], or enter the first letter of the option '[Zh”eaf(l:rsgteh:]euemdtgi ?;rt?ﬁezslfafeode that ends the range of
name; e.g.B (Browse) '

The messagadd this ecord tothe file? Ok Cances dis-

Below is a brief description of each function: playedwith OK highlighted.
Add. Used toadd a record to the file. » To add, press [Enter].
Edit. Used to a record. * To cancel, move to Cancel and press [Enter].
Browse.Used to browse or delete records. Editing State And ZIP CodesAt the State and ZIP

. _ . . Codesscreen, presk®] to move to Edit. To change data
Print. Used to print records in the current file. on the displayed record, press [Enter]. To locate a differ-

ent record, move to the Browse function (discussed be-
Pack.Used to physically delete records marked for dele- |o\). press[#] to return to the Edit function. At the
tion. State and ZIP Codes screen, with the selected state and
ZIP record displayed, press [Enter]. Key in correct data
and press [Ctrl + W] or press [Enter]. The mességee

the ch to disk?....0k Canetisplayed withOk
Export. Used to Export data to a file. high?ig?\rtlgde.s o ds aneetisplayed wi

Import. Used to Import data from a file.

The following are instructions for using these « To complete the edit, press [Enter].
functions:
* To cancel, move to Cancel and press [Enter].

Adding State And ZIP Codegt the State and ZIP Codes ) )

screen, with the cursor positioned at Add, press [Enter]. Browsing OrDeleting State And ZIP Codeét the State

The cursor moves to the St. Abbreviation field. and ZIP Codes screen, move to Browse and press [Enter].
The STATE CODE table screen is displayed. Pags$

St. Abbreviation (required, alphanumeric; 2 posi-  and [4] to view the entire table screen.
tions).Key in the abbreviation of the new stdtiate: If

the code is a duplicate, the messapis value must be  * To view a record, move to the selected record and press
unigue. The value you entered exists. Please enterEnter]. The state and ZIP code record is displayed.
Add Edit Brouwse Pr‘il:lt Pack Import Export

St. Abbreviation: il (1]

Low Zip: m

High Zip: =]

CTRL-W - save ESCAPE - exit
Figure 51. State And ZIP Codes Screen
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* To delete a record, press [Delete]. The mesBadete Packing State And ZIP Code#t the State and ZIP
this record?...Ok Canceis displayed withOk high- Codes screen, move to Pack. Press [Enter] to display the
lighted. To mark the selected record for deletion, pressmessagePermanentlyremove all records marked for
[Enter]. Deletedis displayed at the bottom of the screen. deletion?... Ok Cancés displayed wittOk highlighted.

To physically remove records marked for deletion, see

Packing State And ZIP Codes * To delete all records marked for deletion, press [En-

ter].

* To reactivate a deleted record, press [Delete] a second To cancel, move to Cancel and press [Enter].

time toremoveDeletedfrom the screemNote: A deleted

record can be reactivated only before the Pack functionImporting State And ZIP CodesAt the State and ZIP

is utilized. Codes screen, move to Import and press [Enter]. The
messag®o you want to overwrite the file before import?

+ To cancel the delete function, move to Cancel and Yes No Canceb displayedNote: Overwritten files re-

press [Enter]. place existing files.

¢ To overwrite imported files, press [Enter]¥ds The
Printing State And ZIP CodesAt the State And ZIP  messag®rive and path to import from? A:\*.is dis-
Codes screen, move to Print. Press [Enter] to display theplayed.Insert the diskette of files to be read into the drive
Reports orFile screenRigure 10). Pressl ¥ 1 or [4] to of your PC and press [Enter]. The select a file screen
locate the report you want to print. Press [Enter] to move (Figure 44) is displayed. Move the cursor to the file you
the cursor to the Go!, Cancel, Settings, and Query sub-want to import and press [Enter]. The messiaggort
menu. Move to Settings and press [Enter] to display the from A:XXXX. XXX to XXXXXXX DBF SDF Delimited
Report Manager screehidure 11). displayed. Move the cursor to the selected option and

press [Enter]. The messalygport Complete Press any
* To set up the destination of the output, at the Reportkeyis displayed. Press any key to return to the State and
Manager screen, move to Screen, File, or Printer. Pres&IP Codes screen.
the [Space Bar] to highlight the Screen, File, or Printer
button.Note: Send Output To will default to Printer if no
selection is made. Press [Enter] to move to the No. o
Copies field. Key in the number of copies to print. Press
[Enter] to move to Start On Page. Key in the print start

page. Press [Enter] to move to Print To Page. Key in thePress [Enter]. The select a file screBiydre 44) is dis-

end print page. Press [Enter] to move to the Report Rangé)layed.Move the cursor to the file you V\{ant to import and
Status field with Entire File highlighted. press [Enter]. The messagaport from AXXXX. XXX to
XXXXXXX DBF SDF Delimiteid displayed. Move the

cursor to the selected option and press [Enter]. The mes-
sagelmport Complete Press any kisydisplayed. Press
any key to return to the State and ZIP Codes screen.

* To import files without overwriting, move the cursor
fto No and press [Enter]. The messdyive and path to
import from A:\*.*is displayed. Insert the diskette con-
taining the files to be read into the drive of your PC and

* To print the entire file, press [Enter]. To move to Over-
ride or As Saved, preds® ], then press the [Space Bar]
to highlight the selected button. Press [Enter] to move to
the Start At field. Key in the Start At data. Press [Enter] ¢ To cancel the import, move the cursor to Cancel and
to move to Stop At. Key in the Stop At data. Press [Enter] press [Enter]. The messalgeport Error Press Any Key

to move to the Query Spec Status field. Select Entire File,is displayed. Press any key to clear the error message
Override, or AsSaved. Presk®] to move to your selec-  from the screen and return to the State and ZIP Codes
tion, then press the [Space Bar]. Press [Enter] to key inscreen.

data in the Select field when Override is selected. Press )
[Enter] to display the Report Name screen. Exporting State and ZIP Codedo export state and ZIP

code files, insert the diskette that will receive file data
At Report Name, move the cursor to Go! and press [En-intO the drive of your PC. At the State and ZIP Codes
ter]. The data is sent to the selected destination as rescreen, with the cursor positioned on Export, press [En-

corded on the Report Manager screen previously dis-ter]. The Export screeffrigure 45) is displayed with the
cussed. cursor positioned at the Export Mode field.

i O At Export Mode, move to Append or Overwrite. Press
* To cancel the print process, move to Cancel. Press [Eny,o [Space Bar] to highlight the Append or Overwrite
ter] to return to the Report Name screen. button. Press [Enter] to move to Fields.

Note: The Query option is not available at this time. O At Fields, move to All or Selected. Press the [Space
Bar] tohighlight the All or Select button. Press [Enter] to
Press [Esc] to return to the State And ZIP Codes screenmove to Target File Type.
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O At Target File Type, move to one of the following: O At For Condition, key in the selected filter condition.
, i If no filter condition is required, skip. Press [Enter] to

DBF (Data Base Files)-A data base file. move to While Condition.

SDF (System Data Format)-A file of fixed length. O At While Condition, key in the selected filter condi-

Delimited—A file of variable length that does not include tion. If no filter condition is required, skip. Press [Enter]
leading or trailing spaces, and separated by commas. to move to Next No. of Records.

Press the [Space Bar] to highlight the DBF, SDF, or De-O At Next No. of Records, key in the number of records
limited button. Press [Enter] to move to Target File in the file you want to export. If the next number of re-
Name. cords data is not required, skip. Press [Enter].

O At Target File Name, key in the target file name of the The messageress any keyisdisplayed athe bottom of
file you are exporting. Press [Enter] to move to For Con- the screen. The export is complete. Press any key to re-
dition. turn to the State and ZIP Codes screen.
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Payment Action Codes If the code is a duplicate, the messabis value must be

unique. The value you entered exists. Please enter
This is the fourth option on the Tables pull-down menu. another value Okaig displayed. Press [Enter] to return
Move to Payment Action Codes and press [Enter]. The to the Payment Action Codes screen.
Payment Action Codes screefigire 52) is displayed
with a function menu bar at the top of the screen. Description (required, alphanumeric; max. of
30 positions)Key in a brief description of the payment
To select a function, move the cursor to the selected func-action code and press [Enter]. The cursor moves to the
tion and press [Enter], or enter the first letter of the func- Form AD-757 field with the cursor positioned on Pay-

tion name; e.gB (Browsg. ments Note: To complete the AD—742 field, pre§¥ | .
Below is a brief description of each function: Form AD-757 (conditional, button)Move to the
AD-757description that best defines the payment action
Add. Used to add a record to the file. code (i.e.; Payments, Recording Foreign Payments, or
Non—Expend. Transfer and Adjustments). Press the
Edit. Used to change a record. [Space Bar] to mark the applicable button. Press [Enter].
Browse.Used to browse or delete records. Form AD-742(conditional, button)Move to the
AD-742description that best defines the payment action
Print. Used to print records in the current file. code (i.e.; Collections or Disbursements). Press the

[Space Bar] to mark the applicable button. Press [Enter].

Pack.Used to physically delete records marked for dele-

tion The messagadd this ecord tathe file? Ok Cances dis-

playedwith Ok highlighted.

Import. Used to import data from a file. « To add, press [Enter].

Export. Used to export data to a file. ¢ To cancel, move to Cancel and press [Enter].
The following are instructions for using these

f L Editing Payment Action Codegt the Payment Action
unctions:

Codesscreen, pres®] to move to Edit. To change data
on the displayed record, press [Enter]. To locate a differ-
Codes screerFigure 52), with the cursor positioned at ent record, move to the Browse functiqn (discussed be-
Add, press [Enter]. The cursor moves to the Payment Ac- 1OW)- Pre_ss["] to return to the Edit function. At the Pay-
tion Code field. mentAction Codes screen, with the selected payment ac-
tion code record displayed, press [Enter]. Key in correct
Payment Action Code(required, alphanumeric;  dataand press [Ctrl + W]. The messafete the changes
3 positions)Key in the new Payment Action Codiote: to disk?....0k Cancés displayed withOk highlighted.

Adding Payment Action Codest the Payment Action

Aidd Edit Browse Print Pack Import Export
Add a record to the file.
Payment Action Codes
Payment

Action Code:
Description:

Check One:
* Form ﬁD—?S?lEI
O Pauyments
O Recording Foreign Transactions
O Mon—Expend. Transfers and Adjustments

= Form AD-742 [4]
Q Collections QO Disbursements

Figure 52. Payment Action Codes Screen
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* To complete the edit, press [Enter]. O At Report Name, move the cursor to Go! and press
[Enter]. The data is sent to the selected destination as re-

* To cancel, move to Cancel and press [Enter]. corded on the Report Manager screen previously dis-
cussed.

Browsing Or Deleting Payment Action CodeAt the * To cancel the print process, move to Cancel. Press [En-

PaymentAction Codes screen, move to Browse and PreSSter] to return to the Report Name screen.

[Enter]. The PACCODES table screen is displayed. Press

[¥] and[4] to view the entire table screen. Note: The Query option is not available at this time

. PresgEsc] to return to the Payment Action Codes screen.
* To view a record, move to the selected record and press

[Enter]. The payment action code record is displayed. Packing Payment Action CodeAt the Payment Action

Codes screen, move to Pack. Press [Enter] to display the
. L : ; messageéPermanentlyremove all records marked for

this record?...Ok Cancek displayed withOk high- . i -

lighted. To mark the selected record for deletion, pressdeletlon?'“ Ok Cancsiith Ok highlighted.

[Enter]. Deletedis displayed at the bottom of the screen. « To delete all records marked for deletion, press [En-
To physically remove records marked for deletion, see ter].

Packing Payment Action Codes

* To delete a record, press [Delete]. The mesBadete

¢ To cancel, move to Cancel and press [Enter].

* To reactivate a deleted record, press [Delete] a second

time toremoveDeletedfrom the screerote: A deleted ~ IMPOrting Payment Action Codegit the Payment Ac-
record can be reactivated only before the Pack functionion Codes screen, move to Import and press [Enter]. The
is utilized. messag®o you want to overwrite the file before import?

Yes No Cances displayedNote: Overwritten files re-

« To cancel the delete function, move to Cancel and Place existing files.

press [Enter]. ¢ To overwrite imported files, press [Enter]¥as The

messag®rive and path to import from? A:\*.is dis-
Printing Payment ActionCodesAt the Payment Action  played.Insert the diskette of files to be read into the drive
Codes screen, move to Print. Press [Enter] to display theof your PC and press [Enter]. The select a file screen
Reports orFile screenRigure 10). Pressl ¥ 1 or [4] to (Figure 44) is displayed. Move the cursor to the file you
locate the report you want to print. Press [Enter] to move want to import and press [Enter]. The messiageort
the cursor to the Go!, Cancel, Settings, and Query sub-from A:\XXXX.XXX to XXXXXXX DBF SDF Delimiied
menu. Move to Settings and press [Enter] to display thedisplayed. Move the cursor to the selected option and
Report Manager screehidure 11). press [Enter]. The messatmport Complete Press any
keyis displayed. Press any key to return to the Payment
* To set up the destination of the output, at the Report Action Codes screen.
Manager screen, move to Screen, File, or Printer. Press

the [Space Bar] to highlight the Screen, File, or Printer * To import files without overwriting, move the cursor
button.Note: Send Output To will default to Printer if no 0 Noand press [Enter]. The messa&yeve and path to

selection is made. Press [Enter] to move to the No. of Mport from A:\*.*is displayed. Insert the diskette con-
Copies field. Key in the number of copies to print. Press @ining the files to be read into the drive of your PC and
[Enter] to move to Start On Page. Key in the print start Press [Enter]. The select a file scregiggre 44) is dis-
page. Press [Enter] to move to Print To Page. Key in thePlayed.Move the cursor to the file you want to import and

end print page. Press [Enter] to move to the Report Range?ress [Enter]. The messalgeport from A:\XXXX.XXX to
Status field with Entire File hlghllghted XXXXXXX DBF SDF Delimiteid dlSplayEd Move the

cursor to the selected option and press [Enter]. The mes-
« To print the entire file, press [Enter]. To move to Over- Sagelmport Complete Press any kisydisplayed. Press
ride or As Saved, preds® |, then press the [Space Bar] 2" key to return to the Payment Action Codes screen.
to highlight the selected button. Press [Enter] to move to. Tg cancel the import, move the cursor to Cancel and
the Start At field. Key in the Start At data. Press [Enter] ress [Enter]. The messalyeport Error Press Any Key
to move to Stop At. Key in the Stop At data. Press [Enter] 5 gisplayed. Press any key to clear the error message
to move to the Query Spec Status field. Select Entire File, from the screen and return to the Payment Action Codes
Override, or AsSaved. Presk®] to move to your selec-  gcreen.
tion, then press the [Space Bar]. Press [Enter] to key in
data in the Select field when Override is selected. PressExporting Payment Action Code§.o export payment
[Enter] to display the Report Name screen. action code files, insert the diskette that will receive file
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data into the drive of your PC. At the Payment Action Press the [Space Bar] to highlight the DBF, SDF, or De-
Codesscreen, with the cursor positioned on Export, press limited button. Press [Enter] to move to Target File
[Enter]. The Export screeffiure 45) is displayed with Name.
the cursor positioned at the Export Mode field. . . !

O At Target File Name, key in the target file name of the
O At Export Mode, move to Append or Overwrite. Press file you are exporting. Press [Enter] to move to For Con-

the [Space Bar] to highlight the Append or Overwrite dition-

button. Press [Enter] to move to Fields. O At For Condition, key in the selected filter condition.

) If no filter condition is required, skip. Press [Enter] to
O At Fields, move to All or Selected. Press the [Space move to While Condition.

Bar] tohighlight the All or Select button. Press [Enter] to

move to Target File Type. O At While Condition, key in the selected filter condi-
tion. If no filter condition is required, skip. Press [Enter]

O At Target File Type, move to one of the following: ~ to move to Next No. of Records.

O At Next No. of Records, key in the number of records
in the file you want to export. If the next number of re-
cords data is not required, skip. Press [Enter].

DBF (Data Base Files)-A data base file.

SDF (System Data Format)-A file of fixed length.

The messageress any keyisdisplayed athe bottom of
Delimited—A file of variable length that does not include the screen. The export is complete. Press any key to re-
leading or trailing spaces, and separated by commas. turn to the Payment Action Codes screen.
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Fund Codes * To indicate the Unit Code field witiot be active when

keying in documents, leave the checkbox empty and
This is the fifth option on the Tables pull-down menu. press [Enter].
Move to Fund Codes and press [Enter]. The Fund Codes

screenKigure 53 is displayed with a function menu bar  After entering all required information, the messagded
listed at the top of the screen. this record to the file? Ok Cancis displayedwith Ok

] ) highlighted.
To select a function, move to the function and press [En-

ter], or enter the first letter of the option name; éBy., ¢ To add, press [Enter].
(Browse)

* To cancel, move to Cancel and press [Enter].
Below is brief description of each function:
Add. Used to add a record to the file. Editing Fund CodesAt the Fund Codes screen, press
[#] to move to Edit. To change data on the displayed re-
cord, press [Enter]. To locate a different record, move to
Browse.Used to browse or delete records. the Browse function (discussed below). Pre#d to re-
turn to the Edit function. At the Fund Codes screen, with
the selected fund code record displayed, press [Enter].
Pack.Used to physically delete records marked for dele- Key in correct data and press [Ctrl + W]. The message

Edit. Used to change a record.

Print. Used to print records in the current file.

tion. Write the changes to disk?....0Ok Canisatlisplayed with
Import. Used to import data from a file. Okhighlighted.

Export. Used to export data to a file. * To complete the edit, press [Enter].

The following are instructions for using these

Lo ¢ To cancel, move to Cancel and press [Enter].
functions:

Adding Fund Codes.At the Fund Codes screen Browsing Or Deleting Fund Codegit the Fund Codes
(Figure 53), with the cursor positioned at the Add func- screen, move to Browse and press [Enter]. The FUND
tion, press [Enter]. The cursor moves to Fund Code.  CODE table screen is displayed. Pré¥sl and[4] to

. . " view the entire table screen.
Fund Code (required, alphanumeric; 2 positions).

Key in the new fund code. * To view a record, move to the selected record and press

Note: If the code is a duplicate, the messapes value [Enter]. The fund code record Is displayed.

must be unique. The value you entered exists. Please
enter another value. Okay displayed. Press [Enter] to  ° 10 delete arecord, press [Delete]. The mesBagete

clear the message from the screen. Key in a valid fund this record?...Ok Canceis displayed withOk high-
code. lighted. To mark the selected record for deletion, press

Unit Indicator (optional, checkbox)If the unit [Enter]. Deletedis displayed at the bottom of the screen.
codewill be active when documents are entered, press theTo physically remove records marked for deletion, see
[Space Bar] and then press [Enter]. Packing Fund Codes

Add Edit Browse Print Pack Import Export

Fund Codes

[1]Funa code: W

Unit Indicator: D Press the Space Bar to

indicate that the Unit
Code field will be active
when entering documents.

Figure 53. Fund Codes Screen
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* To reactivate a deleted record, press [Delete] a secon@d To cancel, move to Cancel and press [Enter].
time toremoveDeletedfrom the screerNote: A deleted
record can be reactivated only before the Pack functionimporting Fund CodesAt the Fund Codes screen, move
is utilized. to Import and press [Enter]. The messBgeyou want to

. overwrite the file before import? Yes No Canisetlis-
* To cancel the delete function, move to Cancel and pjayed Note: Overwritten files replace existing files.
press [Enter].

¢ To overwrite imported files, press [Enter]¥ds The

Printing Fund CodesAt the Fund Codes screen, move Messagdrive and path to import from? A:\*.Is dis-
to Print. Press [Enter] to display the Reports on File played.Iinsert the diskette of files to be read into.the drive
screenkigure 10). Press ¥ 1 or [4] to locate the report ~ Of your PC and press [Enter]. The select a file screen
you want to print. Press [Enter] to move the cursor to the (Figure 44) is displayed. Move the cursor to the file you

Go!, Cancel, Settings, and Query subméiove to Set- ~ Want to import and press [Enter]. The messiageort

screen figure 11). displayed. Move the cursor to the selected option and
press [Enter]. The messalygport Complete Press any

* To set up the destination of the output, at the Reportkeyis displayed. Press any key to return to the Fund

Manager screen, move to Screen, File, or Printer. Presgcodes screen.

the [Space Bar] to highlight the Screen, File, or Printer

button.Note: Send Output To will default to Printer if no .

selection is made. Press [Enter] to move to the No. of 0 Noand press EE_nte_r]. The messajeve and path to

Copies field. Key in the number of copies to print. Press import from_A:\ 1S d|splayed. Insert_the diskette con-

[Enter] to move to Start On Page. Key in the print start taining the files to be read into the dr!ve of your PC and

page. Press [Enter] to move to Print To Page. Key in theP'€SS [Enter]. The select a file scregiygre 44) is dis-

end print page. Press [Enter] to move to the Report Rangénlayed.Move the cursor to the file you want to import and

Status field with Entire File highlighted. press [Enter]. The messalpeport from AIXXXX.XXX to
XXXXXXX DBF SDF Delimiteid displayed. Move the

* To print the entire file, press [Enter]. To move to Over- Cursor to the selected option and press [Enter]. The mes-

ride or As Saved, preds® 1, then press the [Space Bar] Sageimport Complete Press any kisydisplayed. Press

to highlight the selected button. Press [Enter] to move to @Y key to return to the Fund Codes screen.

the Start At field. Key in the Start At data. Press [Enter]

to move to Stop At. Key in the Stop At data. Press [Enter]

to move to the Query Spec Status field. Select Entire File,

Override, or ASSaved. Presk®] to move to your selec-

tion, then press the [Space Bar]. Press [Enter] to key in

data in the Select field when Override is selected. Pres

[Enter] to display the Report Name screen.

¢ To import files without overwriting, move the cursor

* To cancel the import, move the cursor to Cancel and
press [Enter]. The messalyaport Error Press Any Key

is displayed. Press any key to clear the error message
from the screen and return to the Fund Codes screen.

SExporting Fund CodesTo export fund code files, insert
the diskette that will receive file data into the drive of
your PC. At the Fund Codes screen, with the cursor posi-
tioned on Export, press [Enter]. The Export screen
(Figure 45) is displayed with the cursor positioned at the
Export Mode field.

At Report Name, move the cursor to Go! and press [En-
ter]. The data is sent to the selected destination as re
corded on the Report Manager screen previously dis-
cussed.

) o ite.
* To cancel the print process, move to Cancel. Press [En- At Export Mode, move to Append or Overwrite. Press

the [Space Bar] to highlight the Append or Overwrite
ter] to return to the Report Name screen. button. Press [Enter] to move to Fields.

Note: The Query option is not available at this time O At Fields, move to All or Selected. Press the [Space

Bar] tohighlight the All or Select button. Press [Enter] to

Press [Esc] to return to the Fund Codes screen. ;
move to Target File Type.

Packing Fund CodesAt the Fund Codes screen, move O At Target File Type, move to one of the following:

to Pack. Press [Enter] to display the mesdagena- . )
nently remove all records marked for deletion?... Ok DBF (Data Base Files)-A data base file.

Cancelwith Ok highlighted. SDF (System Data Format)-A file of fixed length.

* To delete all records marked for deletion, press [En- Delimited—A file of variable length that does not include
ter]. leading or trailing spaces, and separated by commas.
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Press the [Space Bar] to highlight the DBF, SDF, or De-0O At While Condition, key in the selected filter condi-
limited button. Press [Enter] to move to Target File tion. If no filter condition is required, skip. Press [Enter]
Name. to move to Next No. of Records.

O At Target File Name, key in the target file name of the O At Next No. of Records, key in the number of records
file you are exporting. Press [Enter] to move to For Con- in the file you want to export. If the next number of re-
dition. cords data is not required, skip. Press [Enter].

O At For Condition, key in the selected filter condition. O The messageress any keyisdisplayed at the bottom
If no filter condition is required, skip. Press [Enter] to of the screen. The export is complete. Press any key to re-
move to While Condition. turn to the Fund Codes screen.

80



Systems Access Manual
Procurement And Other Payments
Personal Computer Miscellaneous Payments System

Country Codes

This is the sixth option on the Tables pull-down menu.
Move to Country Codes and press [Enter]. The Country
Codes screenF{gure 54) is displayed with a function
menu bar listed at the top of the screen.

To select a function, move to the function and press [En-
ter], or enter the first letter of the option name; eBg.,
(Browse)

Below is brief description of each function:

Add. Used to add a record to the file.

Edit. Used to change a record.

Browse.Used to browse or delete records.

Print. Used to print records in the current file.

Pack.Used to physically delete records marked for dele-
tion.

Import. Used to import data from a file.
Export. Used to export data to a file.
The following are instructions for using these functions:

Adding Country CodesAt the Country Codes screen
(Figure 54), with the cursor positioned at the Add func-
tion, press [Enter]. The cursor moves to the Country
Code field.

Country Code (required, alphanumeric; 2 posi-
tions).Key in the new country codBlote: If the code is a
duplicate, the messag@éis value must be unique. The

value you entered exists. Please enter another value.

Okayis displayed. Press [Enter].

Add Edit Brouwsze Print Pack
Add a record to the file

Title VI
Chapter 7
Section 12

Country Name (required, alphanumeric; max. of
30 positions)Key in the name of the country and press
[Enter].

Embassy Code(optional, alphanumeric; 4 posi-
tions).Key in the country embassy code.

If the country was not issued an embassy number, press
[Enter] to skip.

The messagadd this ecord tothe file? Ok Cances dis-
playedwith Ok highlighted.

* To add, press [Enter].
¢ To cancel, move to Cancel and press [Enter].

Editing Country CodesAt the Country Codes screen,
press[#] to move to Edit. To change data on the dis-
played record, press [Enter]. Tarate a diierent record,
move to the Browse function (discussed below). Press
[4] to return to the Edit function. At the Country Codes
screen, with the selected country code record displayed,
press [Enter]. Key in correct data and press [Ctrl + W].
The messag@/rite the changes to disk?....Ok Caneel
displayed withOk highlighted.

* To complete the edit, press [Enter].
¢ To cancel, move to Cancel and press [Enter].

Browsing Or Deleting Country Code#t the Country
Codes screen, move to Browse and press [Enter]. The
COUNTRY CODE table screen is displayed. Prie¥d

and [4] to view the entire table screen.

* To view a record, move to the selected record and press
[Enter]. The country code record is displayed.

Import Export

Country Codes

Country Code:

Country Hame:

Embassy Code:

ec

Figure 54. Country Codes Screen

o
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* To delete a record, press [Delete]. The mesBadete Packing Country CodesAt the Country Codes screen,
this record?...Ok Canceis displayed withOk high- move to Pack. Press [Enter] to display the mesBage
lighted. To mark the selected record for deletion, pressmanentlyremove all records marked for deletion?... Ok
[Enter]. Deletedis displayed at the bottom of the screen. Cancelwith Ok highlighted.

To physically remove records marked for deletion, see

Packing Country Codes * To delete all records marked for deletion, press [En-

ter].

* To reactivate a deleted record, press [Delete] a second To cancel, move to the Cancel and press [Enter].

time toremoveDeletedfrom the screerNote: A deleted

record can be reactivated only before the Pack functionimporting Country CodesAt the Country Codes screen,

is utilized. move to Import and press [Enter]. The mesdageou
want tooverwrite the file before import? Yes No Carnsel

* To cancel the delete function, move to Cancel and displayedNote: Overwritten files replace existing files.

press [Enter]. o .
* To overwrite imported files, press [Enter]¥a&s The

o messag®rive and path to import from? A:\*.is dis-
Printing Country CodesAt the Country Codes screen, pjayed Insert the diskette of files to be read into the drive
move toPrint. Press [Enter] to display the Reports on File ¢ your PC and press [Enter]. The select a file screen
screenfigure 10). Pressl ¥ ] or [4] to locate the report  (Figure 44) is displayed. Move the cursor to the file you
you want to print. Press [Enter] to move the cursor to the want to import and press [Enter]. The messiaggort
Gol, Cancel, Settings, and Query subméfiove to Set-  from A:IXXXX.XXX to XXXXXXX DBF SDF Delimited
tings and press [Enter] to display the Report Manager displayed. Move the cursor to the selected option and
screenKigure 11). press [Enter]. The messalyeport Complete Press any

keyis displayed. Press any key to return to the Country
* To set up the destination of the output, at the Reportcodes screen.

Manager screen, move to Screen, File, or Printer. Press

the [Space Bar] to highlight the Screen, File, or Printer * T0 import files without overwriting, move the cursor
button.Note: Send Output To will default to Printer if no  to Noand press [Enter]. The mess&yé/e and path to
selection is made. Press [Enter] to move to the No. ofimport from A:\*.*is displayed. Insert the diskette con-
Copies field. Key in the number of copies to print. Press taining the files to be read into the drive of your PC and
[Enter] to move to Start On Page. Key in the print start Press [Enter]. The select a file scre€igre 44) is dis-
page. Press [Enter] to move to Print To Page. Key in theplayed.Move the cursor to the file you want to import and

end print page. Press [Enter] to move to the Report RangePress [Enter]. The messalgeport from A:XXXXX.XXX to
Status field with Entire File highlighted. XXXXXXX DBF SDF Delimiteid displayed. Move the

cursor to the selected option and press [Enter]. The mes-
* To print the entire file, press [Enter]. To move to Over- sagelmport Complete Press any kisydisplayed. Press
ride or As Saved, preds® 1, then press the [Space Bar] any key to return to the Country Codes screen.
to highlight the selectgd button. Press [Enter] to move 1o, T4 cancel the import, move the cursor to Cancel and
the Start At field. Key |n.the Start At data. Press [Enter] press [Enter]. The messalgeport Error Press Any Key
to move to Stop At Key in the Stop_At data. Press _[E”t_efl is displayed. Press any key to clear the error message
to move to the Query Spec Status field. Select Entire File, o the screen and return to the Country Codes screen.
Override, or ASSaved. PresE®] to move to your selec-
tion, then press the [Space Bar]. Press [Enter] to key inExporting Country CodesTo export country code files,
data in the Select field when Override is selected. Pressnsertthe diskette that will receive file data into the drive
[Enter] to display the Report Name screen. of your PC. At the Country Codes screen, with the cursor
positioned on Export, press [Enter]. The Export screen

O At Report Name, move the cursor to Go! and press (Figure 45) is displayed with the cursor positioned at the
[Enter]. The data is sent to the selected destination as regxport Mode field.

corded on the Report Manager screen previously dis- .
cussed. O At Export Mode, move to Append or Overwrite. Press

the [Space Bar] to highlight the Append or Overwrite
« To cancel the print process, move to Cancel. Press [EnRutton. Press [Enter] to move to Fields.

ter] to return to the Report Name screen. O At Fields, move to All or Selected. Press the [Space
Bar] tohighlight the All or Select button. Press [Enter] to

Note: The Query option is not available at this time move to Target File Type.

Press [Esc] to return to the Country Codes screen. O At Target File Type, move to one of the following:
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DBF (Data Base Files)-A data base file. O At For Condition, key in the selected filter condition.

If no filter condition is required, skip. Press [Enter] to
move to While Condition.

Delimited—A file of variable length that does notinclude g At While Condition key in the selected filter condi-

leading or trailing spaces, and separated by commas. (o _ | no filter condition is required, skip. Press [Enter]
to move to Next No. of Records.

Press the [Space Bar] to highlight the DBF, SDF, or De-

limited button. Press [Enter] to move to Target File & At NextNo. of Records, key in the number of records
Name. in the file you want to export. If the next number of re-

cords data is not required, skip. Press [Enter].

SDF (System Data Format)-A file of fixed length.

O At Target File Name, key in the target file name of the The messageress any keyisdisplayed athe bottom of
file you are exporting. Press [Enter] to move to For Con- the screen. The export is complete. Press any key to re-
dition. turn to the Country Codes screen.
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Type Instrument (for ARS use only) Description (required, alphanumeric; max. of 35

positions)Key in a brief description that best defines the

This isthe seventh option on the Tables pull-down menu. instrument type. Press [Enter].
Move to Type Instrument and press [Enter]. The Type In- The messagadd this ecord tothe file? Ok Cancés dis-
strument Codes screehRidure 55) is displayed with a  playedwith Ok highlighted.

function menu bar listed at the top of the screen. « To add, press [Enter].

To select a function, move to the function and press [En-¢ To cancel, move to Cancel and press [Enter].
ter], or enter the first letter of the option name; &g.,

(Browse) Editing Type Instrument Code#t the Type Instrument
o o ) Codesscreen, press® | to move to Edit. To change data

Below is brief description of each function: on the displayed record, press [Enter]. To locate a differ-

Add. Used to add a record to the file. ent record, move to the Browse function (discussed be-

low). Press[#] to return to the Edit function. At the
Type Instrument Codes screen, with the selected type in-
Browse.Used to browse or delete records. strument record displayed, press [Enter]. Key in correct
dataand press [Ctrl + W]. The messalfeite the changes

to disk?....0k Cancds displayed withOk highlighted.

* To complete the edit, press [Enter].

Edit. Used to change a record.

Print. Used to print records in the current file.

Pack.Used to physically delete records marked for dele-

tion.

Import. Used to import data from a file. * To cancel, move to Cancel and press [Enter].

Export. Used to export data to a file. Browsing Or Deleting Type Instrument CodeAt the
Type Instrument Codes screen, move to Browse and

The following are instructions for using these Press[Enter]. The TYPE INSTRUMENT table screen is

functions: displayed. Presé¥1 and[#] to view the entire table

Adding Type Instrument Codest the Type Instrument screen.

Codes screerFigure 55), with the cursor positioned at  « To view a record, move to the selected record and press

the Add function, press [Enter]. The cursor moves to In- [Enter]. The type instrument record is displayed.
strument Type.
* To delete a record, press [Delete]. The mesBagete

Instrument Type (required, alphanumeric; Bosi- this record?...Ok Cances displayed withOk high-
tions).Key in the new codeNote: If the code is a dupli-  lighted. To mark the selected record for deletion, press
cate, the messagddis value must be unique. The value [Enter].Deletedis displayed at the bottom of the screen.
you entered exists. Please enter another value. @kay To physically remove records marked for deletion, see
displayed. Press [Enter]. Packing Type Instrument Codes

Add Edit Browse Print Pack Import Export

Instrunent Tupe: [
Description:

TYPE_INST Rec Mo 1-5 View: Entire file 2937k free

Figure 55. Type Instrument Codes Screen

 To reactivate a deleted record, press [Delete] a secondecord can be reactivated only before the Pack function
time toremoveDeletedfrom the screerNote: A deleted is utilized.
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* To cancel the delete function, move to Cancel and port? Yes No Cance displayedNote: Overwritten files
press [Enter]. replace existing files.

_ * To overwrite imported files, press [Enter]¥as The
Printing Type Instrument CodesAt the Type Instru- messag®rive and path to import from? A:\*.is dis-

ment Codes screen, move to .Prmt. Press [Enter] to dIS'played.lnsert the diskette of files to be read into the drive
play the Reports on File screefidure 10). Press ¥ or of your PC and press [Enter]. The select a file screen
[4] to locate the report you want to print. Press [Enter] (rigure 44) is displayed. Move the cursor to the file you
to move the cursor to the Go!, Cancel, Settings, and\yant to import and press [Enter]. The messaggort
Query submenu. Move to Settings and press [Enter] t0from A:XXXX.XXX to XXXXXXX DBF SDF Delimited
display the Report Manager scre€iygre 11). displayed. Move the cursor to the selected option and
press [Enter]. The messalygport Complete Press any

* To set up the destination of the output, at the Report;” ~>7 1.
Manager screen, move to Screen, File, or Printer. presKeYis displayed. Press any key to return to the Type In-

the [Space Bar] to highlight the Screen, File, or Printer strument Codes screen.
button.Note: Send Output To will default to Printer if no ¢ To import files without overwriting, move the cursor
selection is made. Press [Enter] to move to the No. ofto Noand press [Enter]. The messdyé/e and path to
Copies field. Key in the number of copies to print. Press import from A:\*.*is displayed. Insert the diskette con-
[Enter] to move to Start On Page. Key in the print start taining the files to be read into the drive of your PC and
page. Press [Enter] to move to Print To Page. Key in thepress [Enter]. The select a file screEiyre 44) is dis-
end print page. Press [Enter] to move to the Report Rangeplayed.Move the cursor to the file you want to import and
Status field with Entire File highlighted. press [Enter]. The messagaport from AXXXX. XXX to

) o XXXXXXX DBF SDF Delimited displayed. Move the
* To print the entire file, press [Enter]. To move to Over- ¢y rsor to the selected option and press [Enter]. The mes-
ride or As Saved, preds® ], then press the [Space Bar] sageimport Complete Press any kisydisplayed. Press

to hlgh'lght the selected button. Press [Enter] to move to any key to return to the Type Instrument Codes screen.
the Start At field. Key in the Start At data. Press [Enter] )

to move to Stop At. Key in the Stop At data. Press [Enter] © 10 cancel the import, move the cursor to Cancel and
to move to the Query Spec Status field. Select Entire File, PreSs [Enter]. The messalgeport Error Press Any Key

Override, or AsSaved. Presk® | to move to your selec- is displayed. Press any key to clear the error message
tion, then press the [Space Bar]. Press [Enter] to key infrom the screen and return to the Type Instrument Codes

data in the Select field when Override is selected. Press>C €€
[Enter] to display the Report Name screen. Exporting Type Instrument Codeslo export type in-

strument code files, insert the diskette that will receive

O At Report Name, move the cursor to Go! and press . . :
[Enter]. The data is sent to the selected destination as re]fIIe data into the drive of your PC. At the Typpestrument

. .._Codes screen, with the cursor positioned on Export, press
28212% on the Report Manager screen previously dis [Enter]. The Export screeffifure 45) is displayed with

the cursor positioned at the Export Mode field.

* To cancel the print process, move to Cancel. Press [Eng At Export Mode, move to Append or Overwrite. Press
ter] to return to the Report Name screen. the [Space Bar] to highlight the Append or Overwrite

Note: The Query option is not available at this time button. Press [Enter] to move to Fields.

O At Fields, move to All or Selected. Press the [Space
Press [Esc] to return to the Type Instrument Codes gay] tohighlight the All or Select button. Press [Enter] to
screen. move to Target File Type.

Packing Type InstrumenCodesAt the Type Instrument O At Target File Type, move to one of the following:
Codes screen, move to Pack. Press [Enter] to display theyBF (Data Base Files)-A data base file.
messagePermanently remove all records marked for SDF (System Data Format)-A file of fixed length.

deletion?... Ok Cancelith Ok highlighted.
gl Delimited—A file of variable length that does not include
 To delete all records marked for deletion, press [En- leading or trailing spaces, and separated by commas.

ter]. Press the [Space Bar] to highlight the DBF, SDF, or De-
limited button. Press [Enter] to move to Target File

* To cancel, move to Cancel and press [Enter]. Name

Importing Type Instrument CodedAt the Type Instru- O At Target File Name, key in the target file name of the

ment Codes screen, move to Import and press [Enter] file you are exporting. Press [Enter] to move to For Con-
The messagbo you want to overwrite the file before im-  dition.
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O At For Condition, key in the selected filter condition. O At Next No. of Records, key in the number of records
If no filter condition is required, skip. Press [Enter] to in the file you want to export. If the next number of re-
move to While Condition. cords data is not required, skip. Press [Enter].

O At While Condition, key in the selected filter condi- The messageress any keyisdisplayed athe bottom of

tion. If no filter condition is required, skip. Press [Enter] the screen. The export is complete. Press any key to re-
to move to Next No. of Records. turn to the Type Instrument Codes screen.
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Object Class Note: If you need to enter AD-742 data, pré3] to

move the cursor to the applicable option.

This is the eighth option on the Tables pull-down menu. AD-757 (conditional, checkboxMove to the
Move toObject Class and press [Enter]. The Object Class AD-757 descriptions that apply to the object code (i.e.;
Codes Table screenigure 56) is displayed with a func-  Opligations Only (24E), Payments, Non-Expenditure
tion menu bar at the top of the screen. Transfers and Adjustments, or Foreign Payments). Press
the [Space Bar] to mark the applicable boxes. Press [En-

To select a function, move to the function and press [En'ter]

ter], or enter the first letter of the option name; eBg.,
(Browse) AD-742 (conditional, checkbox)Move to the
AD-742 descriptions that apply to the object code (i.e.;

Below is brief description of each function: Disbursements or Collections). Press the [Space Bar] to

Add. Used to add a record to the file. mark the applicable boxes. Press [Enter].

Edit. Used to change a record. The messagadd this ecord tothe file? Ok Canceés dis-
Browse.Used to browse or delete records. playedwith Ok highlighted.

Print. Used to print records in the current file. * To add, press [Enter].

Pack.Used to physically delete records marked for dele- ¢« To cancel, move to Cancel and press [Enter].

tion.

Editing Object Class Code#t the Object Class Codes

Tablescreen, presé® ] to move to Edit. To change data

on the displayed record, press [Enter]. To locate a differ-

The following are instructions for using these functions: ent record, move to the Browse function (discussed be-
_ , , low). Pressl 4] to return to the Edit function. At the Ob-

Adding Object Class Codeat the Object Class Codes ¢t class Codes Table screen, with the selected object

Tablescreenfgigure 56), with the cursor positioned at the  ¢|555 record displayed, press [Enter]. Key in correct data
Add Function, press [Enter]. The cursor moves to the Ob- ;g press [Ctrl + W]. The messagite the changes to

ject Class field. disk?....0k Cances displayed witrOk highlighted.
Object Class (required, alphanumeric; 4 posi- o Tq complete the edit, press [Enter].
tions).Key in the new object class code. If the code is a

duplicate, the messagéis value must be unique. The * To cancel, move to Cancel and press [Enter].

value you entered exists. Please enter another value. ) ) ) )
Okayis displayed. Press [Enter]. Browsing OrDeleting Object Class CodeAt the Object

Class Codes Table screen, move to Browse and press
Description (required, alphanumeric; max. of [Enter]. The OBJECT CLASS table screen is displayed.
25 positions)Key in a description that best defines the Pressi¥]1, [4], [#], and[4] to view the entire table
object class code. screen.

Import. Used to import data from a file.
Export. Used to export data to a file.

Aadd Edit Browse Print Pack Import Export
Add a record to the file.

ject Class Codes Table
oObject Class: [N Ei]
Descriptiun:[}j

Zelect all Pay Action Codes that
relate to this Object Class Code.

ﬁll—?lS?:LTL]c
O obligations Only (24E)

Ej Payments
Non—Expenditure Transfers and Ad justments
Foreign Payments

AD—74z:[4 ]

Ej Disbursements Ej Collections

Figure 56. Object Class Codes Table Screen
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» To view a record, move to the selected record and pres$ress [Esc] to return to the Object Class Codes Table
[Enter]. The object class code record is displayed. screen.

* To delete arecord, press [Delete]. The mesBadete  packing Object Class Codeat the Object Class Codes
this record?...Ok Cancels displayed withOk high- Table screen, move to Pack. Press [Enter] to display the
lighted. To mark the selected record for deletion, pressmessagePermanently remove all records marked for
[Enter]. Deletedis displayed at the bottom of the screen. deletion?... Ok Cancelith Ok highlighted.

To physically remove records marked for deletion, see )
Packing Object Class Codes * To delete all records marked for deletion, press [En-

ter].
* To reactivate a deleted record, press [Delete] a second To cancel, move to Cancel and press [Enter]
time toremoveDeletedfrom the screerNote: A deleted ' P '
_reco_rq can be reactivated only before the Pack f””CtiO”Importing Object Class Codest the Object Class
is utilized. Codes Table screen, move to Import and press [Enter].
The messagPo you want to overwrite the file before im-
port? Yes No Cancé displayedNote: Overwritten files
replace existing files.

¢ To cancel the delete function, move to Cancel and
press [Enter].

Printing Object Class Codegt the Object Class Codes * To overwrite imported files, press [Enter]¥as The
Table screen, move to Print. Press [Enter] to display themessagérive and path to import from? A:\*.is dis-
Reports orFile screenFigure 10). Pressl ¥ 1 or [4] to played.Insert the diskette of files to be read into the drive
locate the report you want to print. Press [Enter] to move Of your PC and press [Enter]. The select a file screen
the cursor to the Go!, Cancel, Settings, and Query sub-(Figure 44) is displayed. Move the cursor to the file you

menu. Move to Settings and press [Enter] to display thewant to import and press [Enter]. The messiageort
Report Manager Screeﬁi@ure 11)_ from A:\XXXX. XXX to XXXXXXX DBF SDF Delimited

displayed. Move the cursor to the selected option and
» To set up the destination of the output, at the Reportpress [Enter]. The messalysport Complete Press any
Manager screen, move to Screen, File, or Printer. Preskeyis displayed. Press any key to return to the Object
the [Space Bar] to highlight the Screen, File, or Printer Class Codes Table screen.
button.Note: Send Output To will default to Printer ifno To import files without overwriting. move the cursor
selection is made. Press [Enter] to move to the No. oft N Fc)i Enterl. Th 9, d path t
Copies field. Key in the number of copies to print. Press to Noan preﬁgln e.r]. e messdje/e and patn to
[Enter] to move to Start On Page. Key in the print start Import from.A.\ 1S d|splayed. Insert_the diskette con-
page. Press [Enter] to move to Print To Page. Key in thetalnlng the files to be read into the drive of your PC and

- ress [Enter]. The select a file screEiyyre 44) is dis-
g?;jtlﬁ)s”:‘]iteil)g ggﬁihPlrEenstisr e[:Elgitlzr]htigr?lqig\rﬁetg the Report Rang('f)layed.Move the cursor to the file you want to import and

press [Enter]. The messalgeport from A:XXXX. XXX to
« To print the entire file, press [Enter]. To move to Over- XXXXXXX DBF SDF Delimites displayed. Move the
ride or As Saved, preds® ], then press the [Space Bar] cursor to the selected option and press [Enter]. The mes-
to highlight the selected button. Press [Enter] to move to sagelmport Complete Pres; any ksdisplayed. Press
the Start At field. Key in the Start At data. Press [Enter] any key to return to the Object Class Codes Table screen.

to move to Stop At. Key in the Stop At data. Press [Enter] « To cancel the import, move the cursor to Cancel and
to move to the Quel’y SpeC Status field. Select Entire File, press [Enter]_ The messa@'eport Error Press Any Key
Override, or AsSaved. Presk® ] to move to your selec- s displayed. Press any key to clear the error message
tion, then press the [Space Bar]. Press [Enter] to key infrom the screen and return to the Object Class Codes
data in the Select field when Override is selected. PressTable screen.
[Enter] to display the Report Name screen.

Exporting Object Class Code3o export object class
O At Report Name, move the cursor to Go! and press code files, insert the diskette that will receive file data
[Enter]. The data is sent to the selected destination as reinto the drive of your PC. At the Object Class Codes
corded on the Report Manager screen previously dis-Table screen, with the cursor positioned on Export, press
cussed. [Enter]. The Export screefFigure 45) is displayed with

. the cursor positioned at the Export Mode field.
* To cancel the print process, move to Cancel. Press [En-

ter] to return to the Report Name screen. O At Export Mode, move to Append or Overwrite. Press
the [Space Bar] to highlight the Append or Overwrite
Note: The Query option is not available at this time button. Press [Enter] to move to Fields.
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O At Fields, move to All or Selected. Press the [Space O At For Condition, key in the selected filter condition.
Bar] tohighlight the All or Select button. Press [Enter] to If no filter condition is required, skip. Press [Enter] to

move to Target File Type. move to While Condition.

O At Target File Type, move to one of the following:

DBF (Data Base Files)A data base file. 9 At Whl|§ Conqun, kgy in th_e seleqted filter condi-
] i tion. If no filter condition is required, skip. Press [Enter]

SDF (System Data Format)-A file of fixed length. to move to Next No. of Records.

Delimited—A file of variable length that does not include

leading or trailing spaces, and separated by commas. )
g gsp P y O At Next No. of Records, key in the number of records

Press the [Space Bar] to highlight the DBF, SDF, or De- in the file you want to export. If the next number of re-
limited button. Press [Enter] to move to Target File cords data is not required, skip. Press [Enter].
Name.

O At Target File Name, key in the target file name of the The messageress any keyisdisplayed athe bottom of
file you are exporting. Press [Enter] to move to For Con- the screen. The export is complete. Press any key to re-
dition. turn to the Object Class Codes Table screen.
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Document Type

Thisis the ninth option on the Tables pull-down menu.
Move to Document Type and press [Enter]. The Doc-
ument Type Codes Table screen (Figure 57) is dis-
played with a function menu bar at the top of the
screen.

To select a function, move to the applicable function
and press [Enter], or key in the first letter of the func-
tion name; e.g., B (Browse)

Below is brief description of each function:
Add. Used to add a record to the file.

Edit. Used to change a record.

Browse.Used to browse or delete a record.
Print. Used to print records in the current file.

Pack.Used to physically delete records marked for dele-
tion.

Import. Used to import data from a file.

Export. Used to export data to a file.

The following are instructions for using these functions:
Adding Document Type Codeat the Document Type
Codes Table screen (Figure 57), with the cursor posi-

tioned at the Add function, press [Enter]. The cursor
moves to Document Type.

Document Type(required, alphanumeric; 4 posi-
tions).Key in the new document type. The cursor moves
to AD-757. If the record is a duplicate, the mesJduse

Systems Access Manual
Procurement And Other Payments
Personal Computer Miscellaneous Payments System

AD-757 (conditional, checkbox)Move to the
AD-757descriptions that describe the code (i.e.; Obliga-
tions Only, Payments, Non-Expenditure Transfers and
Adjustments, oRecording Foreign Payments). Press the
[Space Bar] to mark the boxes. Press [Enter].

AD-742 (conditional, checkbox)Move to the
AD-742 descriptions that describe the code (i.e.; Dis-
bursements or Collections). Press the [Space Bar] to
mark the boxes. Press [Enter].

The messagadd this ecord tothe file? Ok Canca$ dis-
played withOk highlighted.

¢ To add, press [Enter].

¢ To cancel the addition, move to Cancel and press [En-
ter].

Editing Document Type Code#ét the Document Type
Codes Table screen, pres®] to move to Edit. To
changedata on the displayed record, press [Enter]. To lo-
cate a dierent record, move to the Browse function (dis-
cussed below). Pred#t] to return to the Edit function.

At the Document Type Codes Table screen, with the se-
lected document type record displayed, press [Enter].
Key in correct data and press [Ctrl + W]. The message
Write the changes to disk?....0Ok Canisatlisplayed with

Ok highlighted.

* To complete the edit, press [Enter].

¢ To cancel, move to Cancel and press [Enter].

Browsing Or Deleting Document Type Codest the

value must be unique. The value you entered existsPocument Type Codes Table screen, move to Browse

Please enter another value Okiaydisplayed wittOkay
highlighted. Press [Enterflote: To enter AD-742 data,
press [Enter].

Add Edit Brouwsze Print Pack
Add a record to the file.

and press [Enter]. The DOCUMENT TYPE table screen
is displayed. Presk¥ ] and[#4] to view the entire table
screen.

Import Export

Document Type Codes Table

Document
Tupe: [

Select all Pay Action Types that

Relate to this Document Type!:

AD-757:
[0 obligations Only
Payments

O

MNon—Expenditure Transfers and Adjustments

Recording Foreign Pauments

O

AD-747: @
D Disburszemnents

Figure 57. Document Type Codes Table Screen
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* To view a record, move to one of the type document ¢ Press [Esc] to return to the Document Type Codes
flags displayed. Press [Enter] to display the document Table screen.

type code record. Packing Document Type Codeat the Document Type

* To delete a record, press [Delete]. The mesBadete Codes Table screen, move to Pack. Press [Enter] to dis-
this record?...Ok Canceis displayed withOk high- play the messagéermanently remove all records
lighted. To mark the selected record for deletion, pressmarked for deletion?... Ok Canagith Ok highlighted.
[Enter]. Deletedis displayed at the bottom of the screen. « Tq delete all records marked for deletion, press [En-
To physically remove records marked for deletion, see tg].

Packing Document Type Codes
* To cancel, move to Cancel and press [Enter].

* To reactivate a deleted record, press [Delete] a secon
time toremoveDeletedfrom the screerNote: A deleted
record can be reactivated only before the Pack function
is utilized.

qmporting Document Type CodesAt the Document
Type Codes dblescreen, move to Import and press [En-
ter]. The messagPo you want to overwrite the file before
import? Yes No Cancé displayedNote: Overwritten

 To cancel the delete function, move to Cancel and files replace existing files.

press [Enter]. * To overwrite imported files, press [Enter]¥s The
messagé®rive and path to import from? A:\*.is dis-
Printing Document Type Code#t the Document Type  played.Insert the diskette of files to be read into the drive
Codes Table screen, move to Print. Press [Enter] to diS-of your PC and press [Enter]. The select a file screen
play the Reports on File screefidure 10). Pressl¥1 or  (Figure 44) is displayed. Move the cursor to the file you
[4] to locate the report you want to print. Press [Enter] want to import and press [Enter]. The messaggort
to move the cursor to the Go!, Cancel, Settings, andfrom A:\XXXX.XXX to XXXXXXX DBF SDF Delimited
Query submenu. Move to Settings and press [Enter] todisplayed. Move the cursor to the selected option and
display the Report Manager scre€iggre 11). press [Enter]. The messalygport Complete Press any

o keyis displayed. Press any key to return to the Document
* To set up the destination of the output, at the ReportType Codes Table screen.

Manager screen, move to Screen, File, or Printer. Press . i _ »

the [Space Bar] to highlight the Screen, File, or Printer * 10 import files without overwriting, move the cursor
button.Note: Send Output To will default to Printer if no {0 Noand press [Enter]. The messayeve and path to
selection is made. Press [Enter] to move to the No. of MPort from A:\*.*is displayed. Insert the diskette con-
Copies field. Key in the number of copies to print. Press taining the files to be read into the drive of your PC and
[Enter] to move to Start On Page. Key in the print start Press [Enter]. The select a file scregiy(re 44) is dis-
page. Press [Enter] to move to Print To Page. Key in thePlayed-Move the cursor to the file you want to import and

end print page. Press [Enter] to move to the Report Rangd’’€SS [Enter]. The messalgeport from A:XXXX. XXX to
Status field with Entire File highlighted. XXXXXXX DBF SDF Delimiteid displayed. Move the

cursor to the selected option and press [Enter]. The mes-
* To print the entire file, press [Enter]. To move to Over- sagelmport Complete Press any kisydisplayed. Press
ride or As Saved, preds® 1, then press the [Space Bar] any key to return to the Document Type Codes Table
to highlight the selected button. Press [Enter] to move to SCreen.
the Start At field. Key in the Start At data. Press [Enter] « 1o cancel the import, move the cursor to Cancel and
to move to Stop At. Key in the Stop At data. Press [Enter] press [Enter]. The messalyeport Error Press Any Key
to move to the Query Spec Status field. Select Entire File, jg displayed. Press any key to clear the error message
Override, or AsSaved. Presk® ] to move to your selec-  from the screen and return to the Document Type Codes
tion, then press the [Space Bar]. Press [Enter] to key inTaple screen.
data in the Select field when Override is selected. Press

[Enter] to display the Report Name screen. Exporting Document Type Code3p export the docu-
ment type code data, insert the diskette that will receive

O At Report Name, move the cursor to Go! and press file data into the drive of your PC. At the Document Type
[Enter]. The data is sent to the selected destination as reCodes Table screen, with the cursor positioned on Ex-
corded on the Report Manager screen previously dis-port, press [Enter]. The Export scre€iy(re 45) is dis-

cussed. played with the cursor positioned at the Export Mode
field.

* To cancel the print process, move to Cancel. Press [En- .

ter] to return to the Report Name screen. O At Export Mode, mpve'to Append or Overwrite. Pre;s
the [Space Bar] to highlight the Append or Overwrite

Note: The Query option is not available at this time button. Press [Enter] to move to Fields.
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O At Fields, move to All or Selected. Press the [Space O At For Condition, key in the selected filter condition.
Bar] tohighlight the All or Select button. Press [Enter] to If no filter condition is required, skip. Press [Enter] to
move to Target File Type. move to While Condition.

O At Target File Type, move to one of the following:

DBF (Data Base Files)A data base file. 9 At Whl|§ Conqun, kgy in th_e seleqted filter condi-
] i tion. If no filter condition is required, skip. Press [Enter]

SDF (System Data Format)-A file of fixed length. to move to Next No. of Records.

Delimited—A file of variable length that does not include

leading or trailing spaces, and separated by commas. )
g gsp P y O At Next No. of Records, key in the number of records

Press the [Space Bar] to highlight the DBF, SDF, or De- in the file you want to export. If the next number of re-
limited button. Press [Enter] to move to Target File cords data is not required, skip. Press [Enter].
Name.

O At Target File Name, key in the target file name of the The messageress any keyisdisplayed athe bottom of
file you are exporting. Press [Enter] to move to For Con- the screen. The export is complete. Press any key to re-
dition. turn to the Document Type Codes Table screen.
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Xmit Obligations Only. Used to review and select obligation
documents.

At the option menu baiF{gure 27), move to Xmit and  payments.Used to review and select payment docu-
press [Enter], or key iX. The Xmit pull-down menu  ments.

(Figure 58) with the following options is displayed:

] ) Non-Expend Tfrs & Adjustments. Used to review and
Review AD-757sUsed to review AD-757 summary select non-expenditure transfer and adjustment docu-
data and to select AD—757s for transmission to NFC.  ents.

Review AD-742sUsed to review AD—742 summary

e Recording Foreign TransactionsUsed to review and
data and to select AD-742s for transmission to NFC.

select foreign payment documents.
Create Production File.Used tocreate a production file

of AD-757 and AD-742 transmission data. Creating Obligations Only Transmit FilesAt Review
Create Test File.Used to create a test file of AD-757 and AD-757s,move the cursor to Obligations Only and press
AD-742 transmission data. [Enter], orkey in the first letter of the option name to dis-

play the OBLIGATION LIST screerF{gure 59).
Create File Without JCL. Used to create a file (produc-

tion or test) of transmission data without the Job Control At the OBLIGATION LIST screenRigure 59), key inY,
Language (JCL) attached. This option is beneficial in R, N,or X in the Select column to select the voucher(s)
those situations where users at one PC want to transfeyou want to transmit. Codes are described below:

files to another location.

Y= Select
DeleteXmit File. Used to delete transmit files that are no R= Select Remainder
longer needed. N=Ignore

. X=Ignore Remainder
Delete Transmitted RecordsUsed to delete AD-757

and AD-742 records that have been transmitted to NFC.Note: A check mark in the Error column indicates that the
voucher contains an error

Reviewing AD-7579Review AD-757s is the first selec- If a correction is necessary after you code the voucher, the
tion on the Xmit pull-down menu. Move the cursor to cursorcan be moved up or down to recode. Press [Esc] to
ReviewAD-757s. Press [Enter] to display the following: exit.

Itilities fables Tuit <F1> Help

Review AD-757=

Review iD-742s

Create Ilyroduction File
Create pjest File

Create File WithBut JCL
Melete Xnit File

Deflete Transmitted Records

DOC_TYPE Rec No 37-47 UView!: Entr-e file 2937k free
Figure 58. Xmit Pull-Down Menu Screen
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Voucher Transznit
Zelect Error Number Payee Name Amount Date

s

¥-Select, R-Select Remainder, MHN-Ignore, X-Ignore Remainder
OBLIGATION Rec No 1-1 View: Entire file 2937k free

Figure 59. Obligation List Screen

Creating Payments Transmit Files.At Review Y= Select
AD-757s, move the cursor to Payments. Press [Enter] to R= Select Remainder
display the PAYMENTS LIST screefiure 60). N=Ignore

X=Ignore Remainder
At the PAYMENTS LIST screen, key M, R, N,or X in g

the Select column to select the voucher(s) you want to

transmit. Codes are described below: Note: A check mark in the Error column indicates that the

voucher contains an error
Note: A check mark in the Error column indicates that the
voucher contains an error If a correction is necessary after you code the voucher, the

. cursorcan be moved up or down to recode. Press [Esc] to
If a correction is necessary after you code the voucher, the

exit.
cursorcan be moved up or down to recode. Press [Esc] to

exit.

Y= Select

R= Select Remainder Creating Foreign Transactions Transmit Fileg\t Re-
N=Ignore view AD-757s, move the cursor to Recording Foreign
X=Ignore Remainder Transactions. Press [Enter] to display the FOREIGN

PAYMENTS LIST screenRigure 62).
Creating Non-Expenditure Transfers And Adjustments _
TransmitFiles. At Review AD—757s, move the cursor to At the FOREIGN PAYMENTS LISEcreen, key iiY, R,

Non-Expend Tfrs & Adjustments. Press [Enter] to dis- N.0r Xin the Select column to select the voucher(s) you
play the NON-EXPENDITURE LIST screen Wantto transmit. Codes are described below:

(Figure 61). Y= Select
At the NON-EXPENDITURE LIST screen, key ) R, R= Select Remainder
N, or X in the Select column to select the voucher(s) you N=Ignore
want to transmit. Codes are described below: X=Ignore Remainder
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PAYMENTS LIST
Voucher Transnit
Zelect Error MNumber Payee Hame Date

s

¥-Select, R-Select Remainder, HN-Ignore, X-Ignore Remainder
PAYMENTS Rec No 1-1 UView: Entire file 2937k free

Figure 60. Payments List Screen

Voucher Pay Action Transfer To
Zelect Error Number Code Payee Hame Amount

¥-Select, R-Select Remainder, MHN-Ignore, X-Ignore Remainder
HONEXPHD Rec Ho 1-1 Uiew: Entire file 2937k free

Figure 61. Non-Expenditure List Screen

Voucher Action
Select Error Number Code Payee Name Foreign Total

FRGNPMTS Rec No 15 : Entire file 2937k free
Figure 62. Foreign Payments List Screen
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Note: A check mark in the Error column indicates that the Creating A Production File At Create Production File,

voucher contains an error press [Enter] to display the NFC Transmit Information
Screen Figure 64). Respond to the prompts as follows:

O If a correction is necessary after you code the voucher,

the cursor can be moved up or down to recode. Presd 1 | MISC PAY Certifier (required, alphanumeric;

[Esc] to exit. max. of 7 positionsKey in your certifier identification
user number. If you do not know the information, press

Creating AD—742 Disbursements Transmit FileAt [Enter] todisplay the L.Jsers. Pop-Up screen. This screen is

Review AD—742spress [Enter] to display the DIs- i displayed when invalid data is entered. Plash

BURSEMENTS screerF(gure 63). and[4] to locate the fappllcable user. Point and shoot the
selected user to the field.

At the DISBURSEMENTS screeffigure 63), key inY, ) . .

R, N,or X in the Select column to select the disbursement RemotePrinter ID (optional, alphanumeric; max.

voucher(syou want to transmit. Codes are described be- ©f 8 positions)Key in your remote printer ID number.

low:
TransmissionPath (optional, alphanumericax.

Y= Select of 16 positions)At the displayedh:, key in the transmis-
R= Select Remainder sion path.
N=Ignore

NFC User ID (required, alphanumeric; max. of
8 positions)Key in your 5 to 8 character NFC mainframe

Note: A check mark in the Error column indicates that the identification number.
voucher contains an error

X=Ignore Remainder

Current Password(required, alphanumerianax.

O If a correction is necessary after you code the voucher,0f 8 positions)Key in your confidential NFC mainframe
the cursor can be moved up or down to recode. Presg@ssword.

[Esc] to exit. ) .
[(6] New Passwordoptional, alphanumeric; max. of 8

positions)Key in your new password when your current
* To return to the NFC Transmit Information screen, password has expireNote: This option allows users to
move to No. changeheir passwords when they do not have access to a
3270 online connection.
* To cancel, move to Cancel and press [Enter] to display
the messag&;reate Transmit Disk Cancelled Press any The messagé&ccept NFC-USER-ID and Passwoid?
keyPress any key to return to the Xmit pull-down menu. displayed withYeshighlighted.

DISBURSEMENTS
Other
Bill Collection Agcy Dizbursement Transmit
Sel Err Nur Total Uchr Total Date
s
s
s

AD_742 Rec No 1-3 View: Entire file 2937k free
Figure 63. Disbursements Screen
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Remote Printer

NFC User

NFC TRANSMIT INFORMATION SCREEN

Transnmission Path:

Current Password:
New Password:

s Manual Title VI
her Payments Chapter 7
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er:

ID:

ID:

D_742 Empty

UView: Entire file 2937k free

Figure 64. NFC Transmit Information Screen

* To create a transmit file for production, press [Enter].
The messagksert floppy in drive, then hit any key. Press
any keyis displayed. Insert a diskette into the drive of
your computer and press any key. The production file is

¢ To delete all records that have been transmitted to
NFC, press [Enter].

¢ The process is complete when the messdigecords

created. After this process has been completed, the Xmitnarked for deletion have been removed Oisagis-

pull-down menu is displayed.

played. Press [Enter] to return to the Xmit pull-down

menu
Press [Esc] to end the session. Retain this diskette until

you receive confirmation. If you experience transmission

* To cancel, move to Cancel and press [Enter].

problems, repeat the transmission process. Next, comply

with PaymentRecords Transmitted To NFCdescribed be-
low. Note: The transmission date is recorded in the
TransmitDate column on each screen list until the Delete
Transmitted Records function is executed. Pte®$ or
[4] to view the entire screen list.

Creating A Bst File.At Create Test File, Press [Enter] to
display the NFC Transmit Information screen
(Figure 64). Instructions for using this function are the
same as those found und®eating A Production File.

Creating AFile Without A JCL. At Create File Without
JCL, press [Enter]. Instructions for using this function are
the same as those found un@esating A Production File.

Deleting An Xmit File.At Delete Xmit File, press [En-
ter] to display the Erase Transmit File Screen. The mes-
sageEnter drive and file names displayed.

Key in the drive and file hame you want to delete and
press [Enter]. The file is deleted.

Deleting Transmitted Record#t the Xmit pull-down

menu, move to Delete Transmitted Records. Press [En-

ter] to display the messaggermanently remove all re-
cords marked for deletion? Ok Cangetisplayedwith
Ok highlighted.

Payment Records Transmitted To NF@&fter transmis-
sion has been confirmed, print the agency certification
statementAppendix B). This statement can be printed us-
ing the print function described under PC—-MISC Main
Menu @ccess evel 1), Forms. This signed statement en-
sures that agency unit certifying officers and officials
submit only legitimate and correct payment data to the
NFC.

Supportthe transmission by telefaxing the signed agency
certificationstatement to the NFC Certification and Dis-
bursement Section. The telefax number is
504-255-5224If the telefax facilities are not available,
the agency unit certifying officer should telephone the
NFC Certification and Disbursement Section at
504-255-5464 and provide the job number,

Z count, and dollar amount of the transmission. After the
telefax or telephone verification has been completed, the

original certification statement must be sent to:

Certification and Disbursement Section
National Finance Center, USDA

P.O. Box 61700

New Orleans, LA 70161

More information about electronic transmission proce-
durescan be found in the Miscellaneous Payments proce-
dure (Title I, Chapter 6, Section 5).
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Access Level 3

Access Level 3 allows the user to establish system set up in the System option on the

main menu, perform general system maintenance, select and maintain tables, and
create transmit file(s) of AD—757 and AD-742 records.

Note: AD-757 and AD-742 data entry is not allowed in Access Level 3.

Title VI
Chapter 7
Section 12
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PC-MISC Main Menu (Access Level 3) Tables. Used to maintain validation and address
tables.

After you access PC-MISC, the PC-MISC option menu _ o
bar (Figure 65 for the Agricultural Research Service Xmit. Used to create transmit files(s) of AD-757
(ARS), orFigure 66for agencies other than ARS dis-  and AD-742 records.

layed listing the following options:
Py g gop System.Used to establish system defaults and Ac-

Review. (applicable to the Agricultural Research cess Level 1, 2, and 3 users.

Servicg(ARS) only. Used by ARS personnel with Access ) .

Level 2 and Access Level 3 authority to review AD—757 [6] Quit. Used to exit the system and return to the C:>.
and AD-742 documents entered by ARS Access Level 1
usersNote: The Review option is displayed on the PC—
MISC option menu bar for ARS Access Level 2 and Ac-

cess Level 3 users only. Note: Instructions for using Review, Utilities, Tables, and
Utilities. Used to reindex files, pack all files, Xmitare discussed in Access Level 1 or Access Level 2.
backup files, restore files, view text files, and utilize file To establish Level 1, 2, and 3 users, follow the instruc-

* To display a help screen for an option, press [F1]. The
Help screen is displayed.

services (Add Reference 24E’s). tions below.
| e dei it ies 2 b 1es B i {a ] guste B 1M1t [6]

Select Form AD-757 or AD-74Z for Review.

DICT Rec No 12-36 View: Entire file 2937k free
Figure 65. PC-MISC Main Menu for ARS

| EERECITTN? fabled 3 J0nit 4 [Suster 5 Init[6]

Perform Utility Functions

DICT Rec No 12/36 Uiew:! Entire file 2937k free

Figure 66. PC-MISC Main Menu for non-ARS agencies
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System If PC—MISC security officersdo not have access to the

Table Management System, they should contact their

At the option menu bar, move to System and press [E”'agencysecurity officer.

ter], or key inS. A pull-down menu with the following
options is displayed: If the OON is not currently maintained in PC—MISC, the

Setup. Used to setup and make changes to the user will not be able to transmit data to NFC.

PC-MISC system data.
y Fund Code (required, alphanumeric; 2 positions).

Users.Used to establish and maintain PC—MISC Access Key in the NFC-assigned fund code.

Level 1, 2, and 3 users.

If you do not know the fund code, press [Enter] to display
the FUND CODE pop-up screen. This screen is also dis-
played when an invalid fund code is entered. Pkask

At the Systems pull-down menu, move to Setup. Pressor [4] to locate the applicable fund code. Point and
[Enter] to display the PC-MISC System Setup screen shoot the selected code to the field.

(Figure 67).

At the PC-MISC System Setup screen, press [Enter] to[4] Unit Code(requiredfor the Forest Service and Ru-
move tothe Agency field. Complete the fields as follows: ral Development only, alphanumeric, 2 positiorisihe
agency is the Forest Service, key in the applicable unit
code. If the agency is the Rural Development, key in the
applicable state code.

Setup

Agency (required, alphanumeric; max. of 6 posi-
tions).Key in the agency code or abbreviation and press

[Enter].
Originating Office Number (required, alphanu- Remote ID Number (required, alphanumeric;
meric; max. of 10 positionsKey in the originating dice max. of 15 positionsKey in the remote ID number.

number (OON). Format the OON as follows:

Position  Description [6 ] Default Transmit Drive And Path (optional, al-

phanumeric; max. of 20 position®ey in the drive and

1-2 Department Code path of your PC.
3-4 Agency Code
5-10 Unique agency-assigned number Change Voucher Info (optional, checkbox)To

change voucher starting and ending numbers, press the
Warning: At the initial setup of PC-MISC, agencies [Space Bar] to mark the box and then press [Enter], or
must establish and maintain their OON in the Table press [Enter] to skip to the next field.
Management System on Table 089. Instructions for
establishing and maintaining OON data are contained Caution: The next voucher number series must begin
in the NFC procedure, Title I, Chapter 2, Payroll with a nunber that is one greater than the previous ending
Personnel Manual, Table Management System. voucher number series

Edit
Edit the current record.

—HISC Bystem Setup

System Information Uoucher Information

Agency :

Originating [Z] change voucher Info:[]
Office Mumber: [2]

Btarting
Fund Code: nit Code: Voucher Num:

Remote Id Number: RMT Ending @

Uoucher Num
Default Transmit
Drive and Path: A: @ Next
Uoucher Num: @

Figure 67. PC-MISC System Setup Screen
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Starting Voucher Num (conditional, numeric; number is system generated and agrees with the data
5 positions)If Change Voucher Info was checked, key in  keyed in the Starting Voucher Number field.
the starting voucher number. The messag@/rite the changes to disk? Ok Carisalis-

[2] Ending Voucher Num (conditional, numeric; played withOk highlighted.
5 positions)If Change Voucher Info was checked, key in ¢ To change the record, press [Enter].

the ending voucher number. * To cancel, move to Cancel and press [Enter].

Next Voucher Num(no-entry).The next voucher ¢ To return to the System pull-down menu, press [Esc].
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Users Password (required, alphanumeric; max. of

7 positions)Key in the user’s password.
At the System pull-down menu, move to Users. Press

[Enter] to display the PC-MISC User Access Table Access Level (required, numeric; 1 position).
screenkigure 68) with a function menu bar at the top of Key in the user’s access level and press [Entéole:
the screen. Valid access levels are 1, 2, or 3.

To select a function, move to the function and press [En- L& Certifier Number (requiredfor Access Level 3 us-

ter], or key in the first letter ; e.g3, (Browse) ers only3 alphangmeric; max. of 5 positiorisfs)_Access
Level 3 is authorized, key in the user’s certifier number.
Below is a brief description of each function: The messagadd this ecord tothe file? Ok Cancé dis-

played withOk highlighted.
Add. Used to add a record to the file.

¢ To add the record, press [Enter]. If the record is a dupli-

Edit. Used to edit the currently displayed record. cate, the messageis value must be unique. The value
you entered exists. Please enter another vigugis-

Browse. Used to view or delete files. playedwith Okayhighlighted. Press [Enter] to start over.

Print. Used to print records in the current file. Editing User RecordsAt the PC-MISC User Access

Tablescreen, presE®] to move to the Edit function. To
E’ack.Used to physically delete records marked for dele- changedata on the displayed record, press [Enter]. To lo-
tion. cate a dierent record, move to the Browse function (dis-

cussed below). Predst] to return to the Edit function.
The following are instructions for using these functions: At the PC-MISC User Access Table screen, with the se-

lected PC-MISC User Access record displayed, press
Adding A User RecordAt the PC-MISC User Access [Enter]. Key in correct data and press [Ctrl + W]. The
Table screenFgure 68), with the cursor at Add, press messag#&Vrite the changes to disk?....0Ok Canisalis-
[Enter]. The cursor moves to the User Id field. played withOk highlighted.
User ID (required, alphanumeric; max. of 7 posi- © 10 complete the edit, press [Enter].

tions).Key in the user ID number. « To cancel, move to Cancel and press [Enter].

Last Name (required, alphanumeric; max. of

15 positions)Key in the user's last name. Browsing Or Deleting User Recordat the PC-MISC

User Access Table screen, move to Browse and press
First Name (required, alphanumeric; max. of [Enter]. The Users table screen is displayed. Préss
15 positions)Key in the user’s first name. and [¥] to view the entire table screen.

fAdd Edit Brouse Print Pack
Add a record to the file.

PC-MISC Uszer Access Table

User Id:

Last Name:
First Name:
Password:
Access Lewvel:

Certifier Number:

Figure 68. PC-MISC User Access Table Screen
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 To view a record, move to the selected record and presend print page. Press [Enter] to move to the Report Range
[Enter]. The user record is displayed. Status field with Entire File highlighted.

« To delete a record, press [Delete]. The mesBajete * To print the entire file, press [Enter]. To move to Over-
this record?...0k Cancels displayed withOk high- ~ ride or As Saved, preds®], then press the [Space Bar]
lighted. To mark the selected record for deletion, pressto highlight the selected button. Press [Enter] to move to
[Enter]. Deletedis displayed at the bottom of the screen. the Start At field. Key in the Start At data. Press [Enter]
To physically remove records marked for deletion, see to move to Stop At. Key in the Stop At data. Press [Enter]
Packing User Records to move to the Query Spec Status field. Select Entire File,
Override, or ASSaved. Presk®] to move to your selec-
* To reactivate a deleted record, press [Delete] a secondion, then press the [Space Bar]. Press [Enter] to key in
time toremoveDeletedfrom the screerNote: A deleted data in the Select field when Override is selected. Press
record can be reactivated only before the Pack function[Enter] to display the Report Name screen.

is utilized.
At Report Name, move the cursor to Go! and press [En-

e To cancel the delete function, move to Cancel and ter]. The data is sent to the selected destination as re-
press [Enter]. corded on the Report Manager screen previously dis-
cussed.

Printing User RecordsAt the PC-MISC User Access ° To cancel the print process, move to Cancel. Press [En-
Table screen, move to Print. Press [Enter] to display theter] to return to the Report Name screen.

Reports orFile screenfigure 10). Pressl¥] or [4] to  Note: The Query option is not available at this time
locate the report you want to print. Press [Enter] to move

the cursor to the Go!, Cancel, Settings, and Query sub-» Press [Esc] to return to the PC-MISC User Access
menu. Move to Settings and press [Enter] to display the Table screen.

Report Manager screehidure 11).

Packing User RecordsAt the PC-MISC User Access

* To set up the destination of the output, at the ReportT bl 10 Pack. P Enter] to display th
Manager screen, move to Screen, File, or Printer. Press able screen, move to Pack. Press [Enter] to display the

g ; ; eéPermanentlyremove all records marked for
the [Space Bar] to highlight the Screen, File, or Printer messag . -
button.Note: Send Output To will default to Printer if no deletion?... Ok Cancstith Ok highlighted.

selection is made. Press [Enter] to move to the No. ofs 1o delete all records marked for deletion, press [En-
Copies field. Key in the number of copies to print. Press ter].

[Enter] to move to Start On Page. Key in the print start

page. Press [Enter] to move to Print To Page. Key in thee To cancel, move to Cancel and press [Enter].
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Appendix A

List Of DOS Error Numbers

Error Error

Number | Description Number | Description
1 Invalid function number 31 General failure
2 File not found 32 Sharing violation
3 Path not found 33 Lock violation
4 Too many open files (no handles left) 34 Invalid disk change
5 Access denied 35 FCB available
6 Invalid handle 36 Sharing buffer overflow
7 Memory control blocks destroyed 37-49 Reserved
8 Insufficient memory 50 Network request not supported
9 Invalid memory block address 51 Remote computer not listening
10 Invalid environment 52 Duplicate name on network
11 Invalid format 53 Network name not found
12 Invalid access code 54 Network busy
13 Invalid data 55 Network device no longer exists
14 Reserved 66 Network device type incorrect
15 Invalid drive was specified 67 Network name not found
16 Attempt to remove the current directory 68 Network name limit exceeded
17 Not same device 69 Network BIOS session limit exceeded
18 No more files 70 Temporarily paused
19 Attempt to write on write-protected 71 Network request not accepted
20 Unknown unit 72 Print or disk redirection paused
21 Drive not ready 73-79 Reserved
22 Unknown command 80 File already exists
23 Data error (CRC) 81 Reserved
24 Bad request structure length 82 Cannot make directory entry
25 Seek error 83 Fail on INT 24H
26 Unknown media type 84 Too many redirections
27 Sector not found 85 Duplicate redirection
28 Printer out of paper 86 Invalid password
29 Write fault 87 Invalid parameter
30 Read fault 88 Network device fault
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Agency Certification Statement

OTHER (MISCELLANEOUS) PAYMENTS TRANSMITTED TO NFC

Transmission Date: Time:

sk sk s sk sk sk skosk sk sk sk sk sk sk sk sk ook sk sk sk sk sk sk sk sk sk skoskosk sk sk sk sk sk sk sk sk skosk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk st sk sk sk skeosk sk sk sk sk sk sk sk sk skoskook

Voucher Numbers:

Totals for PAY Record Count:

Voucher Total:

Overall Totals Total Record Count:

Dollar Amt:

Pursuant to authority vested in me, I certify that the items listed
herein are correct and proper for payment from the appropriation(s)
designated on supporting data records.

To:
Unit Certifying Officer (Certification Unit)

NFC Job Number =

Agency:
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you
can use this index to locate the page number.

A Fund Codes, 78

About This Procedure, 1
Access Level 1, 13

H

Access Level 2, 47 How This Procedure Is Organized, 1
Access Level 3, 99
Access Levels, 3 L

Accounting Codes, 67

List Of DOS Error Numbers, 109

Accounting Files, 67

AD—742 (Access Level 1), 36

AD—742 (Access Level 2), 57 N

AD—=757 (Access Level 1), 15 Non—Expend Tfrs & Adjustments (Access Level 2),
AD—757 (Access Level 2), 50 >3

Address Files, 60 Non—Expenditure Transfers And Adjustments

(Access Level 1), 27
Agency Certification Statement, 110
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